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Create a HeMP Account (1 of 5)

If your State/Tribe has NOT submitted any hemp regulation forms or hemp regulatory plans (including
drafts) to USDA’s Domestic Hemp Production Program (DHPP) in the past, you can follow these steps to log
in. If you have submitted to DHPP in the past, go to Page 11.

1. Go to https://hemp.ams.usda.gov/s/.

2. Under the “Is this your first time working with USDA’s Domestic Hemp Production Program (DHPP) or
are you a returning user to HeMP?” click “Sign Up”.

Is this your first time working with USDA's Domestic Hemp Production Program (DHPP), or are you a
returning user to HeMP?

Wealcomeal The HaMP System allows producers, States, Tribes, and testing labs to submit applications and reports, and Lo manage
licensee data online. If you have not worked with DHPP in the past. you can sign upor log in through efuthentication (sAuth) below.

eAuth is required to access the systam

If you are a returning HeMP user, |r:-y_' i balow,
m - ln‘H s

6

3. You will be directed to login to HeMP using your USDA eAuthentication (eAuth) credentials. Enter your
eAuth username and password, then click “Log In with Password” to log in.

Log In with ®

e Password

Forgot User 1D

Password -orgot Password

. Show Password

Log In with Password



https://hemp.ams.usda.gov/s/

Create a HeMP Account (2 of 5)

4. You will be directed to begin the Account sign up process, click “Get Started”.

3 =

Just a few minutes Submission confirmation email Account confirmation email

his process should take 5 to 10 minutes Your will receive an email confirmation Once you receive the confirmation email
to complete, ng that your account has been
you will be able to get started

EMP with HEMP. Thank you for your patience.

o . -

5. Once you are on the “Your Information” page, review your contact information and enter additional
details directly into the information field if needed. Note: HeMP is linked to your eAuth Account. If you
need to update your email, username, or password, you will need to do so through your eAuth Account.

6. Once you have reviewed and/or updated your contact information, click “Next”.

johnny@doestate org

*Name

Salutation

Mone -

Johnny

Middle Name

Middle Name
*Last Nam

Doe

Suffix

0 . I




Create a HeMP Account (3 of 5)

7. Once you are on the “Account Type” page, click “State Government” or “Tribal Government” depending
on if you represent a State or Tribal Government.

8. Scroll down and click “Next”.

State Tribal Testing
Government Government Laboratory

A A

9. Once you are on the “Account Details” page, enter the requested information about your State or Tribe.
Note: “Account Name” should be the name of your State or Tribe (e.g., Doe Department of Agriculture,
Doe Tribe).

10. Once you have provided your State or Tribe information, click “Next”.

*Account Name State/Tribe Name

--None-- -

Ermnail

Other Phone Additional Contact Information

Address Information

Cirgat ..1.,-:-1||--.-

LY
[
e

-<Mone-- hd

© > I




Create a HeMP Account (4 of 5)

11. Once you are on the “Add Team Members to Your Account” page, you can invite colleagues from your
State/Tribe to the Account. Note: The Account sign up process should only be used once per State/Tribe.
Additional users should access the Account through an invitation and should not go through the
Account sign up process detailed in steps 1-9.

A. Enter the name and email address of your colleague(s). The email address provided should be
the one associated with the individual’s eAuth account.

B. After you have entered your colleague’s information, click “Add Team Member”.

Add Team Member

@ | &

C. Repeat step A and B until you have entered information for each colleague. If you need to invite
additional colleagues in the future, you will be able to do so later.

D. Review the list of invitation recipients. Note: If the contact information for any of your
colleagues is incorrect or you want to delete a recipient, click the trash icon to delete the

contact.
Invitations are being sent to:
FIRST NAME LAST NAME EMAIL
Chris Franklin chris@doestate.org ]
Sherry Johnson sherry@doestate.org ]
Jane Smith Jane@doestate.org o

E. When you are done reviewing the invitation recipients, click “I’'m Done Adding Emails” at the
bottom of the page. Note: You will be able to send additional Account invitations later. You can
skip sending Account invitations by clicking “No, I'll Do This Later”, however it is recommended
that you send invitations here first.




Create a HeMP Account (5 of 5)

12. Once you are on the “Your account creation request has been received!” page, your Account request
has been received by USDA. You will also receive an email confirming your Account request has been
received.

13. Within 5 minutes of completing the Account sign up process, you will receive an email with the subject
“USDA HeMP Account is Ready” indicating that you can now use your new Account.

14. You can now log in to HeMP any time by going to https://hemp.ams.usda.gov/s/ and logging in using
your eAuth username and password.



https://hemp.ams.usda.gov/s/

Log In to HeMP (1 of 1)

1. Go to https://hemp.ams.usda.gov/s/.

2. Under the “Is this your first time working with USDA’s Domestic Hemp Production Program (DHPP) or
are you a returning user to HeMP?” click “Log In”.

Is this your first time working with USDA's Domestic Hemp Production Program (DHPFP), or are you a
returning user to HeMP?

Welcomel The HeMP System allows producers, States, Tribes, and testing labs to submit applications and reports, and to manage
licensee data online. If you have not worked with DHPP in the past. you can sign up or log in through eAuthentication (eAuth) below.

aAuth is required to access the systam

If you are a returning HaeMP user, log in below

3. You will be directed to login to HeMP using your USDA eAuthentication (eAuth) credentials. Enter your
eAuth username and password, then click “Log In with Password” to log in.

R, : @)
e Bl Log Inwith =
B Password

Forgot User 1D

Password

. Show Password

Log In with Password

10
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Log In to HeMP Through an Account Invitation Email (1 of 5)

If your State/Tribe has submitted any hemp regulation forms or hemp regulatory plans (including drafts) to
USDA’s Domestic Hemp Production Program (DHPP) in the past, you can follow these steps to log in. If you
have not submitted to DHPP in the past, go to Page 5.

1. You should have received an email with the subject “USDA HeMP Account Invitation”. Open that email
and click the URL provided to access your State or Tribe HeMP Account.
* If you do not have an email invitation, send an Account invitation request to DHPP via email at
farmbill.hemp@usda.gov specifying the State or Tribe you represent. Alternatively, if a colleague

from your State/Tribe has already logged in to HeMP, reach out to that individual for an
invitation to join.

USDA Agricultural Marketing Service
S V-5 DEPARTMENT OF AGRICULTURE

Please do not respond to this email, as this mailbox is not
monitored. If you have questions, please use the contact
information befow.

Hello,

You have been invited to join the Hempty LLC USDA Hemp
eManagement Platform (HeMP) account.

In the HeMP system, you will be able to view and manage
o information on behalf of Hempty LLC.

Register for access to the account at this%nh using your USDA
eAuthentication (eAuth) account login information. If you do not
have a USDA eAuth account, you will first need to create an eAuth
account then verify your identity before accessing HeMP.

2. You will be directed to log into HeMP using your USDA eAuthentication (eAuth) credentials. Enter your
eAuth username and password, then click “Log In with Password” to log in.

Log In with

e B Password

Password

. Show Password

Log In with Password

11
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Log In to HeMP through an Account Invitation Email (2 of 5)

3. After logging in, you will receive one of the four following messages.

have successfully accepted your Account invitation.

A. After seeing this message, click “Continue”.

Invitation to join an account

Congrats! You are a member of [Account Name].

Profils i wihin &y Predile

BT

0o— > 23 |

B. Click your Account dropdown on the righthand corner of the page.

C. Click “My Profile” from the dropdown.

Message 1: If you see the “Congrats! You are a member of [Account Name]” message below, you

12



Log In to HeMP through an Account Invitation Email (3 of 5)

3. Continued: After logging in, you will receive one of the four following messages.

* Continued: Message 1

D. You will be directed to your “Edit My Profile” tab, click “Edit Contact Details”.

Edit My Profile

Edit Contact Details

)

Mame
Johnny Doe

Phone
202-123-4567

Additional Contact Information

Email
johnny@doestate.org

Other Phone

E. Review and update your contact details by clicking into any of the fields listed on the
page including “Name” and “Contact Information”. Note: You cannot update your email
address from the “Edit My Profile” page. Your HeMP Account is linked to your eAuth
Account. If you need to update your email address, you will need to do it through your
eAuth Account in Update Account page.

Edit My Profile

*Lasl Mams

Doe

F. Click “Save Changes” at the bottom of “Edit My Profile”. Congratulations, your HeMP
Account is now complete. You may now begin using your HeMP Account.

Cancel

T 13



https://www.eauth.usda.gov/eauth/b/usda/updateaccount?targetUrl=https:%2F%2Fwww.eauth.usda.gov%2Feauth%2Fb%2Fusda%2Fhome

Log In to HeMP through an Account Invitation Email (4 of 5)

3. Continued: After logging in, you will receive one of the four following messages.

Message 2: If you see the “Uh oh! Your invitation link has expired” message below, your invitation
link has expired. If a colleague invited you to your organization’s Account, have them resend an
Account invitation. You can also request a new invitation by emailing DHPP at
farmbill.hemp@usda.gov.

B

Invitation to join an account

Uh oh! Your invitation link has expired...

B heyiag B jain, An miiatic i A anly valid Tar 20 daa, Yol can corilast AMS &l (205 TE0-245 or
ul farmbill b mpessdy. oo

SIECE:

Message 3: If you see the “Uh oh, Your email address doesn’t match” message below, the email
address associated with your eAuth Account does not match the email address invited to join the
Account. If a colleague invited you to your organization’s Account, have them resend an Account
invitation to the email address associated with your eAuth Account. You can also request a new
invitation by emailing DHPP at farmbill.hemp@usda.gov.

Invitation to join an account

Uh oh! Your email address doesn't match...

=Y

14
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Log In to HeMP through an Account Invitation Email (5 of 5)

3. Continued: After logging in, you will receive one of the four following messages.

Message 4: If you see the “Uh Oh! You are not that kind of user” message below, your email
address is being used for another Account type (e.g., you have a Producer Account using the
email provided). You will need to create a second eAuth Account with a different email address
to access your State or Tribe Account. After your new eAuth Account is created, have your
colleague resend an Account invitation to the email address associated with your new eAuth
Account. You can also request a new invitation by emailing DHPP at farmbill.hemp@usda.gov.

Invitation to join an account

Uh Oh! You're not that kind of user...

It looks like your email 1z already associated with a particular HeMP account type. HeMP
does not allow you to use the same email address for multiple account types. I you are
associated with more than ene account type, you will necd to get a second
efuthentication account with a different email address, At that point, you can ask your
colleagues to re-send the invitation uzing the alternate email address. Please reach out to
AMS if you have guestions or need to request special accommodations. You can contact
AMS at (202) 720-2491 or farmbilLhemp@usda.gav,

O
N

15
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Modify My Profile

Modify Contact Information
Modify Account Information
Update Account Contacts

Invite a Colleague to Account

16



Modify Contact Information (1 of 2)

1. Click your account dropdown on the righthand corner of HeMP.

2. Click “My Profile” from the dropdown.

3. Click the “Edit My Profile” tab on the left of the page.

@—-l—) Edit My, Profile

Manage My Account(s)

4. Once you are on the “Edit My Profile” page, click “Edit Contact Details”.

Edit My Profile Edit Contact 1::
Name Email

Jane Doe jane@hemp.com

Phone

202-123-4567 Other Phone

Additlional Contact Information

17



Modify Contact Information (2 of 2)

5. Review and update your contact details by clicking into any of the fields listed on the page including
Name and Contact Information. Note: You cannot update your email address from the “Edit My Profile”
page. Your HeMP account is linked to your eAuth account. If you need to update your email address, you
will need to do it through your eAuth account in Update Account page.

Edit My Profile

*Name

MNone
First Hamo

Jane

Middle Name
e- Middle Name
* Last Namsa
Doe

Suffix

Suffin

6. Click “Save Changes” at the bottom of “Edit My Profile”.

Cancel

Save Changes

i

18
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Modify Account Information (1 of 2)

1. Click your account dropdown on the righthand corner of HeMP.

2. Click “My Profile” from the dropdown.

My Profile

Logout

3. Click the “Manage My Account(s)” tab on the left of the page.

Edit My Profile

e—-l—) Manage My Account(s)

4. Review your account details listed under “Account Information” to identify the information you would

like to update and click “Edit”.

?

Account Information

Account Mame
State Test Account 1

State/Tribe Mame
Rhode Island

Email

stateag@hemp.com

Other Phone

Shipping Address
4554 Los Ranchitos Street
San Antonio, Texas 78233

United States

Account Membership

Edit

Account Type )
State

Phone

328-555-8501

Additional Contact Information

Menuw

19



Modify Account Information (2 of 2)

5. Review and update your account information by clicking into any of the fields listed under “Account
Information”.

Edit Menuw

Account Information
* Account Name Account Type @

State Test Account 1 State

State/Tribe Name Phone

Rhode Island v 328-555-8901

Email Additional Contact Information

stateag@hemp.com|

Other Phone 4

Shipping Address
Shipping Country Code

United States v
Shipping Street

4554 Los Ranchitos Street

Shipping City Shipping State/Province Code

San Antonio Texas v
Shipping Zip/Postal Code

78233

6. Once you have updated your account information, click “Save Changes” at the bottom of the “Account
Information” section.

Cancel Save Changes

20



Update Account Contacts (1 of 6)

1. Click your Account dropdown on the righthand corner of HeMP.

2. Click “My Profile” from the dropdown.

Home

e My Profde
Logaut
3. Click the “Manage My Account(s)” tab on the left of the page.
Edit My Profile
a | E Manage My Account(s)
4. View your Account’s Contacts under “Account Membership”.
o—* Account Membership
Contacts on this Account
Showing 4 of 4 Contacts
1= Jane Johnson Edit Remove Invite
Email Phone
jane@hemp.com 202-5678910
Title Title (if "Other™)
HeMP Account Role gy
Account Administrator

21



Update Account Contacts (2 of 6)

* To add an Account Contact:

A. Click the “Menu” dropdown above “Account Information” and then click “Add New Contact”.

>

Edit Menuw

Add New Contact

B. Once you see the “Step 1: Select Contact” pop-up, enter your new Contact’s information into the

pop-up fields.

C. Once you have entered all of you new Contact’s information, click “Next”.

Salutation
--None--

First Name
Middle Mame
a *Last Name
Suffix

Email

Other Phone

Step 1: Select Contact

Phone

Additional Contact Information

Cancel

22



Update Account Contacts (3 of 6)

* Continued: To add an Account Contact:
D. Once you see the “Step 2: Add Contact to this Account” pop-up, you can select a title for the
contact under “Title”. If none of the titles provided fit for your Contact, you can select “Other”
and enter a title under “Title (if “Other”).

Step 2: Add Contact to this Account

" Account *Contact
) Hemp Account 4 Jane Doe %
Title Title (if “Other™)

--Mone-- v

T T
o |
E. Optional: Under “Hemp Account Role”, you can remove the Account Administrator permissions
for the contact. All Contacts are automatically defaulted as Account Administrators, this enables
them to edit all HeMP Account information. If you would like to remove these permissions, click
“Account Administrator” and then click the arrow pointing to the left.

HeMP Account Role @

Available Chosen

o
© >

F. Click “Save & Close” at the bottom of the pop-up to add the new Contact to your Account.

o— Save & Close

23



Update Account Contacts (4 of 6)

To remove an Account Contact:
A. Find the Contact you would like to remove under “Account Membership”.

B. Click “Remove” on the Contact card of the Contact you would like removed from the Account.

0

Account Membership

Contacts on this Account

Showing 4 of 4 Contacts

v
[1=] Jane Johnson Edit Remove Invite
Email Phone
jane@hemp.com 202-5678910
Title Title (if "Other”)

HeMP Account Role gy
Account Administrator

C. Once you see the “Remove from Account” pop-up, click “Save”.

Remove from Account

Click "Save” if you would like to remove this contact from your account, The contact will remain

listed on all relevant submissions but they will no longer be able to access the account or submit
information on behalf of the account.

The contact will not be notified of their removal. If you would like to add the contact back in the
future, vou will need to invite them to join the account again.

Cancel Save

24



Update Account Contacts (5 of 6)

* To edit an Account Contact’s information:
A. Find the Contact you would like to edit under “Account Membership”.

B. Click “Edit” on the Contact that you would like to update.

Q

Account Membership

Contacts on this Account

Showing 4 of 4 Contacts

— v

||,~.-|| Jane Johnson Edit  Remove | Invite
Email Phone

jane@hemp.com 202-5678910

Title Title (if "Other™)

HeMP Account Ruleo
Account Administrator

C. Once you see the “Step 1: Edit Contact” pop-up, enter the updated Contact information into the
selected fields and then click “Next”.

Step 1: Edit Contact

Salutation

--Mone-- -

First Name

lame

Middle Mame

* Lianst Miame

lohnson

Suffix

25



Update Account Contacts (6 of 6)

* Continued: To edit an Account Contact's information

D. Once you see the “Step 2: Edit Relationship Between Contact and Account” pop-up, you can

select a title for the Contact under “Title”. If none of the titles provided fit your Contact, you can

select “Other” and enter a title under “Title (if “Other”).

Step 2: Add Contact to this Account

" Account
() Hemp Account X
Title

--Mone-- v

*Contact

Jane Doe

Title (if “Other”)

L

0

E. Optional: Under “Hemp Account Role”, you can remove the Account Administrator permissions
for the Contact. All Contacts are automatically defaulted as Account Administrators, this enables
them to edit all HeMP Account information. If you would like to remove these permissions, click
“Account A...” and then click the arrow pointing left.

HeMP Account Role ©

Available

G > 4

Chosen

’ {

F. Click “Save & Close” to save the updated Contact information.

F = Save & Close

26



Invite a Colleague to Account (1 of 2)

To invite a colleague to your State or Tribal HeMP account, you will first need to add their contact

information, see Page 22 to view steps on adding their Account information.

1. Click your Account dropdown on the righthand corner of HeMP.

2. Click “My Profile” from the dropdown.

3. Click the “Manage My Account(s)” tab on the left of the page.

My Profile

Logout

Edit My Profile

e—-l—) Manage My Account(s)

4. Find the contact you would like to invite under “Account Membership”, then click “Invite” to send your

colleague an invitation to create a HeMP Account.

Account Membership

Contacts on this Account

Showing 4 of 4 Contacts

;-1 Jane Johnson

Email

jane@hemp.com
Title

HeMP Account Role gy
Account Administrator

Edit

Phone
202-5678910
Title (if "Other™)

Remove

Invite (_o

27



Invite a Colleague to Account (2 of 2)

5. In the following “Invite” pop-up, click “Save”. Your colleague will then receive an invitation to the HeMP
Account via email. Your colleague should use the instructions provided in the invitation to access the
HeMP account. Note: Account invitations will expire 20 days after they are sent.

Invite

Click "Confirm" to send your colleague an email invitation with a link to log in to HeMP and take action on
behalf of you organization. Mote that this individual will need their own eAuth credentials to log in.

Contact

lane Johnson

Cancel Save +—°

6. If at any time you would like to cancel the Invitation, click "Cancel Invitation” next to the Contact
information of the person whose invite you would like to cancel.

2=] Jane Johnson Edit  Remove  Cancel Invitation .(__e

28



Navigate HeMP

Find Helpful Links
Contact DHPP for Help

Email Notifications
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Find Helpful Links

Helpful links are available to easily provide resources relating to the Domestic Hemp Production Program
and using HeMP. The following instructions describe where to find the Helpful Links section and how to use

them.

1. Navigate to your homepage and find the Helpful Links bar located along the right side of the page to

view a list of helpful resources.

2. To access a link, click the box of that link you would like to access.

Welcome to the Hemp eManagement Platform (HeMP)

Your online hemp regulation experience

Message to State Departments of Agriculture and
Tribal Governments

A regaingd bry the H05E Farm Buli (pdfh, S2ates and indian trifes mend wubmit plans b sdmmizter hemp producson in their sreas. Plans must be

revewrered and apoe oved by USDA. To v the vistus of your current hemp repulation plan and g e upe the Ligt below

You cas slio ute the tabi below 1o nemg. i your sScousl ' ICendssd, annuel réportd, dripodal 1 codute fRpOTL el fedulty and

compliance Tlags. To verw @ 08 i thie st chck Thar link. To change your profie i ormartien. claci pour nams in tha [op-nght o2

w Plan Version|s)

E My Hemp Regulation Plan

Plsn Mama Plan Visrpion * Rwvars Typs Crasted Datn Pien Sistun
Ol Fermal Subsmiidnh O PE 2R Agpiawed
Lo T Formal Subsmicdnin CEERE0EE Appireid
Owigg el Formal Subsmiidaon O PE 2R In Fervirws
Lt Fermal Sulbsmidasd CEVEE 222 Appiirwind
Onigurail Fermal Quisnsidmad Ceda. 20 Agpiawed
Lt Fermal Subsmidad DRSS 11 Frirvsirws
(ngra For=al Submayzon b in Rweaw
D Fermal Subsmiskdnd CEEE R 11 Frirvsirws
Jngral Fermal Submapgon e e in Rweww

Helgful Links

Hasedd Halg?

Piw e | ok g S EST Mowid iy Fridday

Contset ui il (202 TR0-2491 o srmad i @ |

30




Contact DHPP for Help

1. Under the “Need Help” card, you can use the information provided to contact the Domestic Hemp
Production Program.

Helpful Links

MNeed Help?

Contact us at (202) 720-2491 or email us at farmbilLhemp@usda.gov

Available 9am-5pm EST Monday- Friday.

Frequently Asked Questions

Information for State and Tribal Law Enforcement

State and Tribal HeMP User Guide (pptx)

Status of State and Tribal Hemp Production Plans

Final Rule (pdf)

Subscribe to Updates

31



Email Notifications (1 of 3)

HeMP uses notifications (email and in-application notifications) to provide confirmation of completion,
notification of a status change, and reminders. For example, an email may be sent when your Annual Report
is due, or when a deadline has passed. An email notification will be sent to the Primary Contact your HeMP
account. See below for a list of emails you may receive.

Onboarding Emails

mail Subject mail Trigger

Invite to HeMP Invitee When a user is invited to an account within the HeMP system.
Account

Account Creation Account Requestor  When a new HeMP user requests a State or Tribe account.

Account Creation Account Requestor When a HeMP user requests a State or Tribe account, and the
request is processed by DHPP.

Mew Contact Added Inviter/Creator of the When a HeMP user has invited a contact within the HeMP

to Account Invitation system, and they have accepted their email invitation.
Email for New Invitee When an Account Admin invites a new account member and
Account Member that invitee has successfully logged in to accept the

invitation, then has been added to the account.

State/Tribe Plan and Reporting Emails

mail Subject mail Trigger

Mew Plan Plan Signatory When a State/Tribe representative submits a State/Tribe
Submitted Hemp Plan, and the Plan Status is "In Review".

Plan Revisions Plan Signatory When a State/Tribe Hemp Plan is returned for revisions by an
Requested AMS staff member.

Plan Submission  Primary contacton  When a State/Tribe Account was created 60 days ago and has
Reminder Account no S/T Plan records associated with the account.

Mew Plan Approved Plan Signatory When an S/T plan has been approved.
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Email Notifications (2 of 3)

State/Tribe Plan and Reporting Emails Continued

Plan Amendment Plan Signatory
Submitted

Plan Amendment Plan Signatory
Approved

Plan Waived or Plan Signatory
Withdrawn

Late ST Producer Account Primary
Report Contact

Late ST Disposal  Account Primary
Remediation Report Contact

Late ST Annual Account Primary
Report Contact

ST Annual Report  Account Primary
Early Reminder Contact

ST Audit Results  Contact listed on the
Available Audit in Auditee
information

When a S/T has an active State/Tribe Hemp Plan and presses
the "Amend" button, proceeding to submit an Amended Hemp
Plan.

When an AMS employee approves a plan amendment.

When a State/Tribe either withdraws their existing Hemp Plan
or waives the ownership of their State or Tribe's Hemp Plan to
USDA.

When a State/Tribe Producer Report is 5 business days past
the due date.

When a State/Tribe Disposal/Remediation Report is 5
business days past the due date.

When a State/Tribe Annual Report is 5 business days past the
due date.

When a State/Tribe Annual Report is 2 weeks before the due
date.

When an AMS employee resolves an audit of a S/T account,
and those results are available.
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Email Notifications (3 of 3)

Corrective Action Plan Emails

USDA Hemp
Production
Program: Respond
to your Corrective

Resolution Plan
Contact

Action Plan
USDA Hemp Resolution Plan
Production Contact

Program: Reminder
to Respond to your
Resolution Plan
USDA Hemp
Production
Program: Draft your

Corrective Action
Plan

Resolution Plan
Contact

USDA Hemp
Production
Program: USDA Has
Uploaded a
Corrective Action
Plan Draft

USDA Hemp
Production
Program: Your
Resolution Plan is

Resolution Plan
Contact

Resolution Plan
Contact

Mow Active
USDA Hemp Resolution Plan
Production Contact

Program: Resolution
Plan Has Been

Enhanced
USDA Hemp Resolution Plan
Production Contact

Program: Resolution
Plan Has Been

Resolved
USDA Hemp Resolution Plan
Production Contact

Program: Failed
Resolution Plan

When a S/T has been put on a Corrective Action Plan that
requires a response in HeMP.

When a S/T has not responded to their Corrective Action Plan,
and it is 10 calendar days before the response deadline.

When a S/T has accepted their Corrective Action Plan and
must submit a draft of their Corrective Action Plan in HeMP.

When USDA has uploaded a Corrective Action Plan draft that
the S/T needs to review and respond to in HeMP.

When the S/T Corrective Action Plan is active.

When a S/T Corrective Action Plan has been enhanced due to
additional Violations/Corrective Actions and the end date of
the Plan has been updated.

When a S/T has successfully completed their Corrective
Action Plan and no further action needs to be taken.

When a S/T has failed their Corrective Action Plan
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Submit or Waive a Hemp Regulatory Plan

Submit a Formal or Informal Draft of a Hemp
Regulatory Plan

Submit a Formal Hemp Regulatory Plan After
Informal Review

Waive a Hemp Regulatory Plan

Make Requested Revisions to a Reviewed Hemp
Regulatory Plan
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Submit a Formal or Informal Draft of a Hemp Regulatory Plan (1 of 2)

The following instructions detail how to submit a formal or informal hemp regulation plan. Submitting a

hemp regulatory plan for informal review is an opportunity for you to receive AMS feedback on all or part of

your drafted hemp plan. This is an optional step you may take and will not begin the congressionally
mandated 60-day plan review process AMS abides by when formally reviewing plan submissions.

1. Click “Submit Hemp Plan” under “Take Action” on the right side of HeMP.

Take Action

2. e o e o

CHE A= S DR RS ~

DT =R TR

TOTT PUDY) JYUY CU VP To O wiur et v

Microsoft Word (.doc) of your hemp regulatory plan. Click “Upload Files”.

yvu o uveun

> &

Upload Files

Or drop files

TCTILO, TEEEM LI

S AAC A A A TSI

L LU UMV U UL Wi L

et o) OF

T wna v wnCK “Open”.

i falder

e

e—q& Hemp Regulatory Plan_Doe State pdf =

f File % Letter of intent 1o Waive Hemp Regulata.. (=)

File name: | Hemp Regulatory Plan_Doe Statepdf

Mame Status

Custom files (*pdf;* pdf)

4. UM LG TTUT IS DTV WU UMM -UL UliTuel

> [ o]

Cancel

4 and 5 again.

PIUn rivie .

T yUU 1ILLU LU T MIULL LI THC DIV §U LTV URIT JLC VI

Plan Title

4

= Hemp Regulatory Plan_Doe State.docx

1, Upload Files

Or drop files
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Submit a Formal or Informal Draft of a Hemp Regulatory Plan (2 of 2)

5. Click “Submit Plan” to submit your formal hemp regulatory plan or “Submit Informal Draft (Optional)” to
submit your informal hemp regulatory plan. Note: Submitting an informal hemp regulatory plan is
optional and will not result in an approved hemp regulatory plan.

Submit Informal Draft (Optional) m
(5 |

6. Once you see the Sign & Submit pop-up, click the box to the left of “I certify the above statement” then
click “Submit” to submit your plan.

Sign & Submit

I am an approved representative of the State or Tribe tor which this plan is being submitted, and |
have the autharity to submit a hemp program plan on its behalf.

v | certify the above statement.

7. Click “Home” in the top left of your page.
8. Once you are on your Home page, you can view the details of your submission under “Plans”.

9. Click your plan under “Plan Name” to view additional details about your hemp regulatory plan
submission.

“ Plan Version(s)

State or Tribe Plans

Plans
Plan Name w | Plan Version ~  Review Type w | Status w
e'_)boe Hemp Regulatory Original Formal Submission In Review
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Submit a Formal Hemp Regulatory Plan After Informal Review (1 of 3)

Submitting a hemp regulatory plan for informal review is an opportunity for you to receive AMS feedback
on all or part of your drafted hemp plan. For instructions on submitting an informal draft, see Page 36. Once
your informal draft has been submitted and USDA has reviewed the draft, you can submit a formal plan by
using the following steps.

1. From your homepage, navigate to “My Hemp Regulatory Plan”.

2. Find and click the blue “Plan Name” link of the informal draft you previously submitted to USDA.

3.

0_
e_

~ Plan Version(s)

—
B My Hemp Regulation Plan

_h.'an Name

' PlanVersion “  Review Type “  Created Date Plan Status
Mew York State Hemp ...  Original Informal Submission 102172021 In Review
1
Show: 10 - “ 4 r »
Pagelofl
iiLvc YUU alrc vil uic SJLaLc vl 1o o iarn }JGBC, IV SCQUNIHInL I viinnialr raiairi LU DuUwNILIIL yUUI vitnian IICIII})

regulatory plan.

2,

Details

State or Tribe Plan

Mew York State Hemp Regulation Plan

Information

Plan Mame

Mew York State Hemp Regulation Plan

Dioe Tribe Agriculture

v

Submit Formal Plan

4. Once you are on the “Submit Formal Plan” page, you can upload either a PDF (.pdf) or Microsoft Word
(.doc) of your formal plan. Click “Upload Files”.

>

2, Upload Files

Or drop files
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Submit a Formal Hemp Regulatory Plan After Informal Review (2 of 3)

5. From your documents, find the file you would like to upload. Click the file and then click “Open”.

Mew folder - 1 B
[ T
dam
B Federal £ Mew York State Formal Hemp Regulation..  10/21/2021 12:34 PM y
£ Mew York State Informal Hemp Regulatio..  10/21/2021 1234
1H
hs
s
)
v L
File name: | Mew York State Formal Hemp Regulation Planpdf « | Custom Files (*,pdf;*.docg®.doc. ~
9 }- Open Cancel

6. Your file name should appear under “Plan Title”. If you need to replace the file shown, go through steps

4 and 5 again.

Plan Title

Mew York State Formal Hemp Regulation Plan.pdf

e P o Upload Files Or drop files

7. Click “Submit Plan” to submit your formal hemp regulatory plan.

o— XT3

8. Once you see the SigN & Sl..... pop wp) wrrmes ciie mam co wree ieee wo« wo. Ty the above statement” then

click “Submit” to submit your plan.

Sign & Submit

| am an approved representative of the State or Tribe for which this plan is being submitted, and |

have the authority to submit 8 hemp program plan on its behalf

« | cartify the above statement.
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Submit a Formal Hemp Regulatory Plan After Informal Review (3 of 3)

9. You will then see a notification at the top of your screen indicating that your plan was successfully
uploaded.

Your plan was successfully uploaded.

USDA has received your hemp regulation plan and will review it within 60 days. You will be contacted via email with any questions.

10. You will be directed back to the homepage. Navigate to the “My Hemp Regulation Plan” section where
you can view the details of your submission.

11. Click your plan under “Plan Name” to view additional details about your hemp regulatory plan
submission. Note: You should now see both your informal and formal hemp regulation plan in this

section.

Plan Version(s)

Q My Hemp Refulation Plan

Plan Name w  PlanVersion v  Review Type w  Created Date Plan Status A4
v

Wew York Hemp Regula...  Original Formal Submission 10527/2021 In Review

MNew York State Hemp...  Original Infermal Submission 1072172021 Review No Longer Nea...
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Waive a Hemp Regulatory Plan (1 of 2)

If you do not intend to submit a hemp regulatory plan for review and approval by the USDA, use the
following steps to waive your plan. Before beginning these instructions, you must finalize a document that
describes your intent to waive your plan and have it saved to your computer.

1. From your homepage, find the “Take Action” section of the homepage and click the blue “here” link
found in the statement “If your state/tribe does not intend to submit a plan, click here”.

e Back!

Take Action

age to State Departments of Agriculture and
Governments T

H your stabetrbs doas not mbend to submit a plan, K hagera, !&—0
| |pdf), States and Indan fribes must submit plans to admirester hemp production in their areas. Plans must be

To view the status of your cument hemp regulation plan and previous plans, plesse use the list below, HElprI Llrl I(S

& PviEale Dabaesn your account's losnases, annual repers. disposal repoms. prodiscer repors. test results. and
i i the st elick the link. To chamge your profile information. clak your name in the op-nght comer

2. Click “Upload Files” and upload your letter confirming your intention to waive plan submission.

Waive Hemp Regulation Plan

Please upload your letter confirming your intention to waive plan submission.

If you do not plan to submit a Hemp Regulaticn Plan at this time, click the box below and submit.

3 e—+ &, Upload Files  Or drop files

Letter Title

File.docx

A, Upload Files Or drop files
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Waive a Hemp Regulatory Plan (2 of 2)

4. Once you see the “Sign & Submit” pop-up, click the checkbox next to “I certify the above statement.”.

5. Click “Submit”.

Sign & Submit

| am an approved representative of the State or Tribe and have the authority to
waive this Hemp Regulation Plan.

4 @ | certify the above statement.

Cancel : 5
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Make Requested Revisions to a Reviewed Hemp Regulatory Plan (1 of 3)

After USDA reviews your submitted hemp regulatory plan or informal draft and determines that corrections
must be made, you will receive an email notifying you that the requested revisions are available. You can
either access the corrections by clicking the link in the email or logging into HeMP directly.

1. From your homepage, navigate to the “My Hemp Regulatory Plan” section to view your hemp
regulatory plans.

2. Find and click the Plan Name link associated with the hemp regulatory plan that is in review.

w Plan Version(s)
0' E I:I My Hemp Regulation Plan
Plan Name “  PlanVersion W Rewview Type w  Created Date Plan Status w
e‘+ istrict of Columbia He...  Original Formal Submission 05/25/2021 Waiting on State/Tribe ...
Show: 10 ¥ “W A4 r Total recards: 1
Pagelof1

3. Scroll down the State or Tribe Plan page to find where USDA has made comments. Review those
comments and click any of the files included with the requested revisions. Note: If you would like to
write a response back to USDA, use the “Write a comment...” section.

Mast Recent Actm w T v.

G2a021 0 MRP Org 51 e

Please see the sitached document 1o névies the corrections made 1o
wour StateTribe plan to proceed in the review process. When your
wpdates are made, please uplosd the revesed file,

B Hemp Re -
i & Comment
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Make Requested Revisions to a Reviewed Hemp Regulatory Plan (2 of 3)

4. Based on the required revisions, make the updates to your plan and save that document to your

computer.

5. Once the updates are made, go to the plan page using steps 1-2 and find the Files section to the right of

the page.

6. Click “Add Files”.

HOME

JOHE Y SMITH =

State or Tribe Plan
District of Columbia Hemp Regulation Plan

Details

Infarmation

Distrct of Columbia Hemg Regulation Plan

w Typa

Sign & Submit

Thile

Feermal Submisson ‘Waiting on State/Triks Rewision

Files (2)
Crwnar Last Mod...
AR20202
525202

She

12WE

1208

Add Files

7. Once you see the “Select Files” pop-up, click “Upload Files” and upload your revised plan.

o P XA, Upload Files Q,

Owned by Me

file.
Shared with Me "
I Recent

Following

Related Files

w
(5]
1)
]

Select Files

]
H

You don't have any files here. Try a different filter, or upload a

8. Once your new plan is uploaded for review, click “Sign & Submit”.

State or Tribe Plan
District of Columbia Hemp Regulation Plan

Datails

Infarmation

District of Columbia Hemp Regulation Plan

Doe State Department of Agr

Sign & Submit

ulture

e =

O
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Make Requested Revisions to a Reviewed Hemp Regulatory Plan (3 of 3)

9. Once you see the “Sign & Submit” pop-up, check the box to certify the statement.

10. Click “Submit” at the bottom right to submit your revised plan.

Sign & Submit

| am an approved representative of the State or Tribe for which this plan is being
submitted, and | have the authority to submit a hemp program plan on its behalf.

e_q. ’ | certify the above statement.
CarICEl

6
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Manage Approved Hemp Regulatory Plan

View Hemp Regulatory Plan Certificate
Amend a Hemp Regulatory Plan

Withdraw a Hemp Regulatory Plan
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View Hemp Regulatory Plan Certificate (1 of 2)

Once a hemp plan has been approved, you can access your hemp regulatory plan certificate by taking the

following steps.

1. From your homepage, navigate to the “My Hemp Regulatory Plan” section to view your hemp

regulatory plans.

2. Find and click the Plan Name link associated with your approved plan.

v Plan Version(s)

—>
=] MyHemp Regulation Plan

Plan Name “  Plan Version %  Review Type v

e—+ District of Columbia...  Original

Formal Submission

Show: 10 w “ 4 r »

Page10f1

Created Date

06/25/2021

Plan Status

Approved

Total 1

3. Click “Generate PDF” on the right side of the page.

State or Tribe Plan

District of Columbia Hemp Regulation Plan Amend | Withdraw | Generats PDF
Datails
Information
Plan Mame Account
District of Columbia Hemp Regulation Plan [Doe State Department of Agriculture
Review Type Plan Status
Formal Submission Approved
Plan Version Signatory
Cnginal Jonathan Smith

4. A notification at the top of the screen will appear stating “Your PDF is being generated. Please allow a
few moments for it to appear. You may need to refresh this page.”. Once you see this notification, allow
a couple of minutes for the PDF of your certificate to be generated. You may need to also refresh your

page.
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View Hemp Regulatory Plan Certificate (2 of 2)

5. Once the PDF is generated, it will be available as a PDF in the “Files” section.

6. Click the down arrow to the right of the PDF file.

Doe State Department of Agricultura

a

Last Modi...

10/25/202...

10/25/202...

7. Click “Download” to download a copy of the plan certificate.

Doe State Department of Agr

Last Maodi...

10/25/202...

10/25/202...

JIOMATHANSM TH =

WView File Datails




Amend a Hemp Regulatory Plan (1 of 3)

A hemp plan should be amended if a State or Indian Tribe makes substantive revisions to its plan or its laws
which alter the way the plan meets the requirements of the Final Rule, a State or Tribal government must
re-submit the revised plan for USDA approval. Such re-submissions should be provided to USDA within 60
days from the date that the State or Tribal laws and regulations are effective. Amending your current hemp
plan, includes submitting a PDF or Microsoft Word document of your amended plan. Before starting these
steps, have the amended plan saved to your computer files. The following instructions detail how to amend

your currently approved plan.

1. From your homepage, navigate to the “My Hemp Regulatory Plan” section to view your hemp

regulatory plans.

2. Find and click the Plan Name link associated with the current hemp regulatory plan that you would like

to amend.

“w Plan Version(s)

&"G My Hemp Regulation Plan
e‘+ District of Columbia ...  Original

Plan Mame ~ Plan Version w  Review Type

Formal Submission

Show: 10 44 [ Y Total

Page1of1

w  Created Date Plan Status

05/25/2021 Approved

3. Click “Amend” on the right side of the page.

tq -

State or Tribe Plan
District of Columbia Hemp Regulation Plan

Details

Information
Plan Name
District of Columbia Hemp Regulation Plan

Review Type

Formal Submission

Account

©

Amend Withdraw

Doe State Departmeant of Agricultura

Flan Status

Approved
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Amend a Hemp Regulatory Plan (2 of 3)

4. Click “Upload Files” to upload your amendment as a PDF or Microsoft Word document.

Amend Hemp Regulation Plan

Please upload your amendment below as a PDF or Microsoft Word document.

Flease note that vou will only see the option to submit this amendment as an informal draft if the original plan you are amending was
also an informal draft.

I, Upload Files Or drop files

5. After you have successfully uploaded your amended plan, you will see the file name under “Plan Title”.
Click “Submit Plan” to the right to submit your amended plan.

HOME Q  Se

Amend Hemp Regulation Plan

Please upload your amendment below as a PDF or Microsoft Word document.

Please note that you will only see the option to submit this amendment as an informal draft if the original plan you are amending was also an informal
draft.

Plan Title

Test PDF pdf

3 Upload Files | Ordrop files

Cancal Submit Plan
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Amend a Hemp Regulatory Plan (3 of 3)

6. Once you see the “Sign & Submit” pop-up, check the box to certify the statement.

7. Click “Submit” at the bottom right to submit your amended hemp regulatory plan.

Sign & Submit

| am an approved representative of the State or Tribe for which this plan is being submitted, and |
have the authority to submit a hemp program plan on its behalf.

e—*v_f] | certify the above statement.

6
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Withdraw a Hemp Regulatory Plan (1 of 3)

A hemp regulatory plan should be withdrawn when your State/Tribe no longer wants to regulate hemp
production under its jurisdiction. Before withdrawing your plan, please contact USDA at

farmbill.hemp@usda.gov.

Before proceeding with these steps, please ensure the producers in your State or Tribal territory have
applied for a license with USDA through the HeMP system. Upon completing the withdrawal process, your
hemp plan will be waived immediately and all licenses under your plan will be inactivated.

1. From your homepage, navigate to the “My Hemp Regulatory Plan” section to view your hemp

regulatory plans.

2. Find and click the Plan Name link associated with the current hemp regulatory plan that you would like

to withdraw.

“ Plan Version(s)

&_E My Hemp Regulation Plan

Plan Mame v  Plan Version ~

e—* District of Columbia

Original

Review Type

Formal Submission

Show: 10 L 4

~  Created Date

05/25/2021

M

Page1of1

Plan Status

Approved

Total r

3. Click “Withdraw” on the right side of the page.

|
HOME Q) Searc
I

State or Tribe Plan
District of Columbia Hemp Regulation Plan

Details

Information

Plan Name

A "
ACCOuUN

District of Columbia Hemp Regulation Plan Doe State Department of Agriculture
Heview Type Plan Status
Eormal Submission Approved

©

Amend Withdraw
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Withdraw a Hemp Regulatory Plan (2 of 3)

4. Once you see the “Withdraw” pop-up, click “Confirm”.

Withdraw Plan

Click "Confirm” to start the withdrawal process of your hemp plan.
Before proceeding, please ensure the producers in your State or Tribal territory have
applied for a license with USDA through the HeMP system. Upon completing the

withdrawal process, your hemp plan will be waived immediately and all licenses under
your plan will be inactivated.

s (R T O

5. Click “Upload Files” and upload your letter confirming your intention to withdraw your plan.

Waive Hemp Regulation Plan

Please upload your letter confirming your intention to waive plan submission.

If you do not plan to submit a Hemp Regulaticn Plan at this time, click the box below and submit.

>
e &, Upload Files Or drop files

6. Once your file is uploaded, click “Sign & Submit” .

Letter Title

File.docx

X, Upload Files Or drop files

Cancel Sign & Submit fo
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Withdraw a Hemp Regulatory Plan (3 of 3)

7. Once you see the “Sign & Submit” pop-up, click the checkbox next to “I certify the above statement.”.

8. Click “Submit”.

Sign & Submit

| am an approved representative of the State or Tribe and have the authority to
waive this Hemp Regulation Plan.

7 [v] I certify the above statement.
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Submit Reports

Add Producers to a Producer Report (AMS-23)
Submit a Producer Report (AMS-23)

Submit a Disposal/Remediation Report (AMS-24)
Submit an Annual Report (AMS-25)

Access Submitted Report PDF
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Add Producers to a Producer Report (AMS-23): Add Individually (1 of 3)

Every month, States and Tribes with approved hemp plans must report the license and contact information
for each new producer licensed during the reporting period. The due date for this report is the 1st day of
each month. If this date falls on a holiday or weekend, the report is due on the next business day. If no
updates occurred during the reporting cycle, a report must still be submitted in HeMP to indicate that there
were no new licensed producers during the reporting period.

To add new producers, you will have the option to add them individually or upload producers in bulk. If you
would like to add producers individually, use the following instructions. If you would like to bulk upload
producers, go to Page 59.

1. From the homepage, scroll down to find and click the “Producer Reports” tab.

2. Click on the Report Name of the report you would like to submit.

o-ﬁ‘ Producer Beports Digposal’Remediation Report Annual Raport Test Regult
Producer Reports
Raport Mama o Raport Start Date Repaort End Date Submission Date
e_p August 2021 Producer Report  08/01/2021 08/31/2021
uly 2021 Producer Report QE/mr201 06/30/2021 DE022021
une 2021 Producer Report 06/232021 06/30/2021 07/05/2021
Show: 10 w “d 4 F M
Fage 101
3. "

drop-down menu.

4. Select “Yes” or “No”. Note: If you would like to bulk upload multiple producers, skip to Step 5 on Page
59. Note: If you do not have any new producers to report, choose “No” and click “Submit” on the right
side of the page. You are done completing the report and do not have to complete the remaining
instructions.

Report Details

Report Start Date i aport End [

B0 BI312021

Do wou have any new producers to report?
T . h_e
W csMong-.

He 56




Add Producers to a Producer Report (AMS-23): Add Individually (2 of 3)

5. Select “Add Producer Individually”.

Report Details
tData @ d Date i
T PR
i ]
os -
Il Producers Bulk Uplosd Praducens Add Procucer indrodually f_e
Hes Producais e Display

6. Once you see the “New Producer” pop-up, enter all requested information about the new producer you
are reporting then select “Save”.

Mew Producer

Information
* ST Producer Repart

ﬂ August 2021 Producer Report

*License ssue Date

~Mone--

Address Information

Cancel ave 6
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Add Producers to a Producer Report (AMS-23): Add Individually (3 of 3)

7. You will be directed to the “Producer” page of the license you just entered, review the information you
entered. If you would like to edit the producer information, click “Edit”. If you would like to delete this

producer, click “Delete”.

8. Once you are done reviewing the producer information, click “Return to Report”.

Producer

P5-000000006%

99 Return to Report
o Instructions

v Information

e
August 2021 Producer Report Cheryl Johnson
Licanse My Bl
22334455

ense Cxp it 1 Db

Br3/2021 B/3/2024

eryljohnsan@hamp.net [202) 123-4567

This page contains details about the new producers that you added to this month's producer report. You can click the “Return to Report®
button above to wiew the full report. add additional new producers, and submit the report to USDA.

Edit Delete %

9. You will be directed back to the “Producer Report” page, repeat Steps 5-8 for each new producer you
would like to report individually. Note: You can click “Save” on the right side of your screen at any time

to save and come back to your Producer Report at a later time.

Note: If you would like to bulk upload producers see Step 5 on Page 59. If you have finished adding all your

new producers, skip to Step 1 on Page 66.
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Add Producers to a Producer Report (AMS-23): Bulk Upload (1 of 7)

1. From the homepage, scroll down to find and click the “Producer Reports” tab.

2. Click on the Report Name of the report you would like to submit.

Gﬁ‘ F_'I_!}_r_i_l_._r_\_u'_-l!_E:_-|:!_-’_'|_I_|:_'_: Digposal/Remediation Reports Annual Reports [ Rasult (1) VEE
ﬂ Producer Reports
Raport Name b Report Start Date Report End Date Submission Date
e-b August 2021 Producer Report oa/0r2021 08312021
July 2021 Producer Report 06/012021 06/30r2021 DEfo2r2021
une 2021 Producer R 06/23/2021 06/30r2021 o7/052021
Show 0w “o 4 P 44
Page 10f1

3. Once you are on the “ST Producer Report” page, click the “Do you have any new producers to report?”

drop-down menu.

Select “Yes” or “No”. Note: If you do not have any new producers to report, choose “No” and click

“Submit” on the right side of the page. You are done completing the report and do not have to complete

the remaining instructions.

Report Details
Report Start Date @ Report End [
anzoz B30
DU e i -] & i? ﬁ
| ~=Nong--
o—q ~-Mong--
Weag
Mo

5. Click the “Bulk Upload Instructions” link which explains how to populate the “Bulk Upload Template”.

ST Producer Report
Awgust 2022 Producer Report

o Instructions

report is due an the next business day. |f no updates occurred during the reporting cycle, indicate that belaw.

To add new producers, click “Add Praducer individually™ of “Bulk Upload Producers™. Refer to the Bulk Uslo

On the first of every month, States and Tribes maust report any license and contact infarmation for sach new praducer. If this date falls on o haliday or weskend, the

Only include new producers that you have not reported yet. Once you have added oll updates, click the *Submit”™ button on the top-right

upload multiple results at once, For further guidance, watch our tutorial videos on How to Submit the SiT Pakducer Re
Benart

Ganarats PO

pong and Bulk Unload Templats if you prafer 1o
pofl or How te Bulk Unload the ST Producer

o
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Add Producers to a Producer Report (AMS-23): Bulk Upload (2 of 7)

6. Review the template field definitions for each column to ensure that you are entering the information in
the correct format.

Template field definitions:

Field Label Field Descriptions |Instructions

The producer’s full

name or the name of Include the full name of the producer or business
the business entity entity as listed on their license.

that is licensed.

Name of Licensee

Use the producer’s license or authorization
The producer’s license number as assigned by the State or Tribe.
or authorization
License Number | number as assigned by

A license number must be between 1-20

the State or Indian characters; dashes and underscores are
Tribe. accepted.
* E.g.,24_0001

Fill in the producer’'s Employer Identification
Mumber as issued by the Internal Revenue
Service. This is for business entities only. Do not
. Employer Identification provide Social Security numbers. Leave this
EIN (If Applicable) Number (Tax ID). column blank if not applicable.
* EIN must be in the format X X-XXXXXXX
* E.g.,12-3456789

Ensure that the format of the date is one of the

Indicates the date following:
License Issue Date | when the license was
provided. * MM/DD/YYYY

" YYYY-MM-DD

60



Add Producers to a Producer Report (AMS-23): Bulk Upload (3 of 7)

Template field definitions continued:

Field Label Field Descriptions |Instructions

Ensure that the format of the date is one of the
Indicates the date following:
when the license is no
longer valid. " MM/DD/YYYY

* YYYY-MM-DD

License Expiration
Date

Fill in the producer’s email and ensure that itisin
the following format:
2 izl The producers email. |. Email must be between 1-80 characters
* Email must include @ character
* E.g., example@example.com

Fill in the producer’s primary phone number and
ensure it is in the following format:

The producer’s primary * Must be between 1-40 characters
contact number. Numbers, dashes, and parentheses, and
spaces are accepted
*YExt’”, “ext”, “Ext, “ext”, “Ext”, “ext”, and “x”
are accepted to denote extensions

Phone

Fill in the current status or standing of the
license. Must be an exact match to one of the

Indicates the current following values:

License Status status or standing of .

the license. Active

* Suspended
* Revoked
* Inactive

Indicate whether the producer is operating under
a Corrective Action Plan. Must be an exact match
to one of the following values:

Indicates whether the
producer is operating
under a Corrective

Action Plan as defined .
under 7 CFR Part 990. .

On a Corrective
Action Plan?

Yes
No
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Add Producers to a Producer Report (AMS-23): Bulk Upload (4 of 7)

Template field definitions continued:

The producer's primary

Street shipping street.

City Thfa p!‘uduger s primary
shipping city.

State The prgducer*s primary State
or Territory.

Zip Code The producer's primary zip

code.

Fill in the producer’s primary street address
and ensure it is in the following format:

* Address must be between 1-100 characters;
numbers and letters are accepted.
No commas will be accepted

Fill in the producer’s primary city and ensure
it is in the following format:

* City must be between 1-50 characters;
numbers and letters are accepted.

Fill in the producer’s primary State or
Territory and ensure it is in the following
format:

* Must be exact State or Territory name.
No abbreviations

Fill in the producer’s primary zip code and
ensure it is in the following format:

* Zip code must be between 1-20 characters;
numbers and dashes are accepted.
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Add Producers to a Producer Report (AMS-23): Bulk Upload (5 of 7)

7. When you have complted reviewing the “Bulk Upload Instructions”, click the “Bulk Upload Template”

link to download a copy. Save as a .csv copy to your computer. Note: only a .csv file will be accepted for
uploading. There is a maximum file size allotment of 2 MB or 2,000 rows.

ST Producer Report N o ——
August 2022 Producer Report s b Generate FOf

o Instructions

On the first of owary month, States and Tribos mast report any licansa snd contact information for each new producer, If this date falls on o holiday or weaskend, the
report is due on the next business day. If no updates ccourred during the reporting cycle, indicate that below.

(Inl,— imclude now producens that you have not reported yet Onca yiold have added ol updates, click the =Submit® button on tha top-right

To add new producedss, click *Add Producer individually™ of "Bulk Upload Producers™. Refer to the Bulk Usload Insiructiong smd Bulk Ui plate if wou prafer lo
upload multiple results at once. For further guidance. watch our tutarial videos on How to Submit the ST Producer Report or Hn:-.‘r Lo E-.. nl\..:u:l the ST Producer
Begart

R

Note: Each single producer should be entered on its own row (e.g., if you have 11 producers to report, there
should be 11 rows of information on the template). As you enter in your data, it is recommended you save
the file to your computer to avoid losing any important information.

A B C D E F G H | J K L M

Name of Licensee License Number EIN (if Applicable) License Issue Date License Expiration Date  Email Phone License Status On Corrective Action Plan? Street City State Zip Code

W~ AW N =

| Producer Report Bulk Upload Tem [ () [«1 ]

9. When you have completed your data entry, click “Save”.

10. Navigate back to the HeMP “Producer Report” page and select “Bulk Upload Producers”.

Report Detadls
Li} L]
Ta2aE? oz
o
. -

K Produsers o Disply

63
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Add Producers to a Producer Report (AMS-23): Bulk Upload (6 of 7)

11. Select “Upload Files”

12. Choose your completed producer bulk upload template and click “Open”.

& Open

B Pecheer Bulk Uplcasd Templste oo

Fie e Froahain Bl i) Tomgdatedis WSrrinkf] Eaed Lorvera Spata
C= e 12

13. Next, the producer information will be separate into either one or two tables:

A. Information That Needs Correction: Indicates producer information has formatting errors that
will need to be addressed before they can be submitted. Brief error explanations will be
provided in the first column of the table, and you can refer to the field instructions on Page 60-
62 for more specifics on formatting requirements.

B. Submittable Producer Information: Indicates the producer information was error-free and that it
is ready to be submitted.

Note: If all your producer information populates in the “Submittable Producer Information”, skip to Step 18.

o+ information that Mesd Conmection {21
Tiha piresthatind ivbinraatsnn, b Pueh ROrVreblling SMTOFS BAASAE T Plaass Boect Sl Aor in it il b s hie wpbssd pour
Farmaming Fw # iarna of igera.

w ‘Submiriable Producer Information {5

Lt (1] Licares los. #ras Faperaton Da Fiva. Fruwss Licarviss Srana
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Add Producers to a Producer Report (AMS-23): Bulk Upload (7 of 7)

14. If your producer bulk upload template contains errors, open your original file, make the necessary
formatting error corrections, and save your corrected file.

15. Re-upload your corrected producer bulk upload template using the instructions outlined in Steps 11-12

on Page 64.

16. See updated “Information That Needs Correction” and “Submittable Producer Information” sections and
make additional corrections as needed.

17. Once all producer information is valid and acceptable, all the producer information will populate in the
“Submittable Producer Information” section and the “Information That Needs Correction” section will

no longer show results.

Submittable Producer Information (8)
Name of Licens... ™ | License Number
Joe Name 12345
Brad Name 12346
Steve Name 12347
Sarah Name 12348
Susan Name 12349
Max Name 12350
Tina Name 12351
Bob Name 12352

EIN v

121234567

121234568

12-1234569

12-1234570

121234571

121234572

121234573

121234574

License Iss... v

41995

4/11/1995

4/11/1995

4/11/1995

4/11/1995

4/11/1995

41995

4/1/1995

License Expiration Da... ™/

4M1/2023

4/11/2023

4/11/2023

4/11/2023

4/11/2023

4/11/2023

4M1/2023

411/2023

Email

test2@test.com
test3@test.com
test4@test com
testb@test.com
testb@test com
test7@test.com
test8@test.com

test9@test.com

v

Phone

(440)867-8880

(440)867-8881

(440)867-8882

(440)867-8883

(440)867-8884

(440)867-8885

(440)867-8886

(440)867-8887

v | License Status % | OnCorrective A...

Active

Active

Active

Active

Active

Active

Active

Active

18. Once all your producer information is listed as submittable, click “ Submit Producer Information”

Submit Producer Information <&

19. Click “Submit” on the pop-up winaow.

18

Submit Producer Information Window

Cancel

Click on "Submit™ to add all your Bulk Upload Producer Information to your Producer Report
and navigate back to the Producer Report page.

Lo B

-0

20. You will see a toast message on your “Producer Report” page contirming that you have successtully
added the producer information to your Producer Report and the producer information will populate
under the “Producers” list on your Producer Report.

Success!

Your new producers have been added to this producer report.
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Submit a Producer Report (AMS-23)

1.

under “Actions” and click the applicable task you wish to complete.

If you need to edit, duplicate, or delete a producer from the “Producers” list, select the drop-down

Producers Incley
Ascond Ik Hama of Licenses Lucaras Wumbar Liceras SEab
Bob Mame i Auctive
Tna Mame fric il Actoe
_ ate
Wax Mame 350 Actoe
Susan Harms 12340 Acta

2. Once you have confirmed that all the new producers you wish to add are populated under the

“Producers” list on the “Producer Report” page, the producer information is correct, and there are no
additional producers you wish to add, click “Submit”.

P
& S .
uby H022 Producer Report
o Irestructions
Evarp waran, Suaned awd T
e

T T T ey e e

Report Details
@

Producers

et

oL

At

«—0

3. Once you see the “Sign & Submit” pop-up, click the checkbox next to “I certify the above statement.”.

4. Click “Save”.

Sign & Submit

By certifying below, you are attesting 1o the new producers as described on this regort
and in tha list of producers prondaed harain

~ B0




Submit a Disposal/Remediation Report (AMS-24) (1 of 4)

Every month, States and Tribes must report any on-farm disposals or remediations by producers in their
jurisdiction resulting from non-compliant test results exceeding the acceptable hemp THC level for that
reporting period. The due date for this report is the 1st day of each month. If this date falls on a holiday or
weekend, the report is due on the next business day. If no disposals or remediations occurred during the
reporting cycle, a report must still be submitted in HeMP to indicate that there were no new disposals or
remediations during the reporting period. You must attach a Certificate of Analysis (COA) for each
disposal/remediation that you report. Before starting these instructions, have the COAs saved to your
computer. The following instructions detail how to submit a Disposal/Remediation Report.

1. From the homepage, scroll down to find and click the “Disposal/Remediation Reports” tab.

2. Click on the Report Name of the report you would like to submit. Note: Disposal/Remediation Report
Names can be searched on your homepage search bar.

o LICENSEEs Froducer "-l'.'l."-'."'li} Disposal/Remeadiation Reports Annual Reports Test Results Compliance

|- Disposal/Remediation Reports

Report Name w  Report Start Date Report End Date Submisy
%—...;:;.-‘1 2021 Disposal/Remeadia... 08/01/2021 08/31/2021
July 2021 Disposal/Remediatio... 07/01/2021 07/31/2021 08/02/2

3. Unce you are on the "SI Disposal/Kemediation Report” page, click the "Do you have any disposals or
remediations to report?” drop-down menu and select your response from the menu.

4. Select “Yes” or “No”. Note: If you do not have disposals or remediations to report, choose “No” and click
“Submit” on the right side of the page. You are then done completing the report and do not have to
complete the remaining instructions.

Report Details

Report Start Date @) Report End Date @
8172021 813112021

“Da you have any disposals or remediations to report? o

--Mone-- v {

w' -MNone

0> -

No
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Submit a Disposal/Remediation Report (AMS-24) (2 of 4)

5. Click the “New” button to the top right corner of the “Disposals/Remediation” section. This is where
you will enter each of the disposals and remediations that occurred this month. You will need to create
a line item for each disposal or remediation that occurred this month.

*Do you have any disposals or remediations to report?

Yas

Disposals/Remediations New -@-e

6. Once you see the “New Disposal/Remediation” pop-up, enter all requested information about the new
disposal or remediation you are reporting. Note: If you are unable to fill out the “Lot Number” field, use

the “Complete if unable to enter a “Lot Number” above section.

7. Click “Save”.

New Disposal/Remediation
Information
o
t v Hone -
= ]
10
= OB - - ¥ Mona -
e
-
]
Complete if unable to enter a “Lot Number® abowve
rate Code 0N ECA y T |
0 t 0
o L
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Submit a Disposal/Remediation Report (AMS-24) (3 of 4)

If you would like to edit the information, click “Edit”. If you would like to delete this
disposal/remediation, click “Delete”.

8. You will be directed to the disposal/remediation you just entered, review the information you entered.

E Disposal/Remediation Edit = Delete

Return to Report

o Instructions

This page contains details about the disposal or remediation of a specific lot. You can click the “Return to Report” button above to view and submit the full report.

Requirement: You must attach a Certificate of Analysis (COA) in the “Files” list below. For a disposal, attach an official COA that shows a non-compliant test result. For a
remediation, attach an official COA that shows the initial non-compliant test result and one that shows the follow-up compliant test result of the remediated matenal.

v Information

Lot Numberi® License Number
28 0298ST
Start Date of Action Action Taken

9. Scroll down to the bottom of the page to find the “Files” section. Click “Add Files”.

Files (0) Add Files

2, Upload Files

Or drop files

10. Once you see the “Select Files” pop-up, click “Upload Files” and upload the COA associated with the

disposal or remediation.

Select Files

@-4 g, Upload Files Q. sSearch Files...

Owned by Me You don't have any files here. Try a different filter, or upload a

Shared with Me file.

I Recent

Following

Related Files
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Submit a Disposal/Remediation Report (AMS-24) (4 of 4)

11. Once the COA is uploaded, click “Return to Report” to return to the Disposal/Remediation Report and

report additional disposals or remediations, repeating Steps 4-10.

E Disposal/Remediation Edit Delate

o Instructions

Thit ke Conteed details shoult the dinposal of remedation of & specihic L You can ek the “Retun 1o Repsdt” butlon abine 1o vidw and subat the full repaed

Rasquiremant: You rust ariach & Certficate of Analyss (DA m 1he “Filles™ list below, For & disposal, attach &n officasl COA that shows A NON-comgliant 1851 resull. For a
remediation, attach an official COA that shows the instial non-compliant 1est result and one that shows the follow-up compliant test result of the remediated material.

~ Information

12. Once you are done entering the disposals and remediations, click “Submit” on the
Disposal/Remediation.

!. AMANDA GREEN =

lar Fegart

posal/Remediation Report suomt  Semerreoy

ribes must report any on-farm disposals or remediations resulting from non-compliant test results exceeding the acceptable hemp THC

13. Once you see the “Sign & Submit” pop-up, click the checkbox next to “I certify the above statement.”.

14. Click “Save”.

Sign & Submit

By certifying below. you are attesting to the disposal or remediation of marijuana as
described on this report and in the list of disposals/remediations provided herein.

@é *|« | cartify the above statement.

Cancel Save %
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Submit an Annual Report (AMS-25)

States and Tribes with approved hemp plans must submit an annual report to the USDA by December 15th
of each year. In this report, States and Tribes will include the total acreage planted, harvested and disposed

under their jurisdiction.

To report information on each of your licensees, you will have the option to report one at a time or use a
spreadsheet template to enter the report information and upload to HeMP. The spreadsheet option should

only be used if you have more than 10 producers to report this year.

If you have less than 10 producers, use the following instructions. If you have more than 10 producer to

report, follow Steps 1-5 then go to Page 75.

1. From the HeMP homepage, scroll down to find and click the “Annual Reports” tab.

2. Click on the Report ID of the report you would like to submit. Note: Annual Report IDs can be searched

in your homepage search bar.

Licensees Producer Reports Disposal/Remediation Reports Annual Reports
{1 Annual Reports
Report ID ~  Report Year o Due Date
9——} STAR-00000068 2022 12/15/2022
STAR-00000012 2021 1215/2021
Show: 10 - A4 L | [ 3 (1]
Pagelofil

Test Results Compliance

Submission Date

121372021

3. Once you are on the “ST Annual Report” page, click the “Do you have anything to report?” dropdown to

view your submission options.

4. Select if you have licensees to report. If you do not have licensees to report, you are done with the

report and can click “Submit” at the top right of the page.

Report Information

w @
2022

*Da you havve anything to report 7

00—
W =-Mone-

& Yies - | nddd bo réport on boenseds who planted harvested. of disposad of hemp thas yvaar

—

Mg - | havee no Beansaes 1o réport this year

=ITE Map Vit USsUA

12152022
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Submit an Annual Report (AMS-25): Less Than 10 Licensees (1 of 3)

5. Click the “How would you like to complete this report?” drop-down menu.

If you have more than 10 licensees to report, go to Page 75. If you have less than 10 licensees to report,

continue following these instructions.

6. Select “Add one licensee at a time” from the dropdown.

Report Information
Report Year
2022
*Do you have anything to report?
Yes -1 need to report on licensees who planted, harvested, or disposed of hemp this year

How would you Like (o complete this report?

0% Add one licenses at a time

Upload a spreadshest of all licensee informaton

121572022

7. Click the “New” button to the top right corner of the “Annual Report Line Items” section.

Hew would you like to complete this report?

Add one licensee at a time

Annual Report Line [tems

Mo Annual Report Line [tems to Display
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Submit an Annual Report (AMS-25): Less Than 10 Licensees (2 of 3)

8. Once you see the “New Annual Report Line Item” pop-up, fill out the pop-up fields. Note the following

fields:
A. Account: Select the name of your State/Tribe Account.

9. Once you are done filling out the pop-up, click “Save”.

New Annual Report Line Item
Information
0o . ;
Type Unit of § weasurament @)
I -Mone-- - Mone -
olete this fiale
{ a 0
o 0.00
0.00
Intended Use )
o n vl labla
0.00
CBD ’
I o o Fiber
4
Grain
Seed
Cancel

0

10. be directed to the Annual Report Line-ltem page of the licensee you just entered, review the

information you entered. If you would like to edit the information, click “Edit”. If you
delete this line item, click “Delete”.

would like to

Anriial Raport Ling I0am

ARLI-00001013

report. You may also upload documentation of this lot's planting. disposal. or harvest by clicking the “Upload Files™ button below. This is not reguined.

w Information

This page contams details about the annual repor licensse. You can click the "Return to Repen” butten above 1o add additional lots and submit the complated

Edit | Delote (_®
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Submit an Annual Report (AMS-25): Less Than 10 Licensees (3 of 3)

11. Once you are done reviewing the line item, click “Return to Report”.

Annual Report Line Item

ARLI-00001013

Return to Report

12. You will be directed back to Annual Report, repeat steps 7-11 for each licensee. Note: You can click
“Save” on the right side of your screen at any time to save and come back to your Annual Report.

13. Once you are done entering the line items, click “Submit” on the right side of the Annual Report page.

®

5T Anmnual Report 5 sl —
ave ubmit Genarate F
STAR-00000131 -
Instructions
have the option o add annual report details one licenses at a time, or you can upload a C5V file containing all annual report details using this template, The
1‘ plate is recommended if you have 10 or more lcensees o report on.

15. Click “Save”.

Sign & Submit

By certifyving below, you are certifying the accuracy of the information provided in this
report and in the list of annual report line items provided herein,

@'ﬁ : | certify the above statement
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Submit an Annual Report (AMS-25): More Than 10 Licensees (1 of 2)

If you have more than 10 licensees to report, you can use the spreadsheet option to complete your Annual
Report. The following instructions start with Steps 1-5 on Page 71 and continue below.

6. Select “Upload a spreadsheet of all licensee information” from the dropdown.

Report Information

Repaort Year @ Due Date
2021 12115/2021

*Do you have anything to report?

Yas-| need to report on licensees who planted, harvested, or disposedo

How would you like to complete this report?

Upload a spreadsheet of all licensee information b

Add one licensee at a time

e > w" Upload a spreadsheet of all licensee information

7. Under the “Instructions” section of the ST Annual Report page, find the first paragraph and click the

blue “this template” link. Note: If you would like to come back to this report later, you can click “Save”

to save your progress .

4

ST Annual Repart
Save Submit

bl STAR-00000131

o Instructions

You have the option to add annual report details one licensee at a time, or you can upload a CSV file containing all annual report details using
this template. The template is recommended if you have 10 or more licensees to report on.

Once have added all of your annual report line items, click the "Submit™ button on the top-right. States and Tribes must submit this form to
the U.S Departmant of Agriculture (USDA) by December 15th of each year.

Generate PDF

&. rmiouttne tempilate ana save IT TO0 your computer as an excel Tie.

9. Click “Upload Files” to upload your completed template.

How would you like to complete this report?

Upload a spreadsheet of all licensee information -

(o BECH

M, Upload Files  Or drop files
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Submit an Annual Report (AMS-25): More Than 10 Licensees (2 of 2)

10. Once you see the green check mark on the “Upload Files” pop-up, your file has been successfully
uploaded. Click “Done”.

Upload Files

10f 1 file uploaded w

11. Once your file is uploaded, click “Submit” on the right side of the page.

5T Annual Report 5 Sul - i POF
STAR-QOOD00121 ave ubmit Generate PD

' Instructions

hawve the option to add annual report details one licenses at a time. or you can upload a CSV file containing all annual report details using this template, The
plate is recommaendead if you have 10 or more lcensees o report on.

12. Once you see the “Sign & Submit” pop-up, click the checkbox next to “I certify the above statement.’

13. Click “Save”.

Sign & Submit

By certifying below, you are certifying the accuracy of the information provided in this
report and in the list of annual report line items provided herein,

@__}' v | certify the above statement.

4

Cancel m +_®
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Access Submitted Report PDF (1 of 2)

Once you have successfully submitted a report using HeMP, you can generate a PDF version of that report
for your records. The following instructions detail how to access the PDF copy.

1. From the HeMP homepage, scroll down to find and click any of the tabs related to the report you would
like to generate a PDF of. For this example, we will be showing how to generate a PDF from a Producer
Report. The process is the similar for both Disposal/Remediation Reports and Annual Reports.

2. Click on the Report Name link of the report you would like to generate a PDF of.

0

u Producer Reports

Licensees Producer Reports Disposal/Remediation Reports Annual Reports

Report Name “  [Report Start Date Report End Date
e—+ August 2021 Producer Report 08/01/2021 08/31/2021
July 2021 Producer Report 06/01/2021 06/30/2021
June 2021 Producer Report 062372021 06/30/2021
Show: | 10 w “a 4 »r »
Page1of1

Submission Date

02/01/2021

08/02/2021

07/05/2021

3. Click “Generate PDF” at the top of the report page.

bccurred during the reporting cycle, mdicate that below.

nce you have added all updates, click the "Submit™ button on the top-right.

information for each new producer. The due date for this report is the 15t day of each month. If this date falls on a holiday or

b time, or to upload a CSV file using this template. Please only use the template if you have more than 10 producers to report

Generate PDF
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Access Submitted Report PDF (2 of 2)

4. A notification at the top of the screen will appear stating “Your PDF is being generated. Please allow a
few moments for it to appear. You may need to refresh this page.”. Once you see this notification, allow
a couple of minutes for the PDF of your certificate to be generated. You may need to also refresh your

page.

5. The generated PDF will appear under the “Files” section of the report page.

6. Click the down arrow next to the generated PDF.

I} Producers

Record ID W Mamae of Licensee

W Licensa Mumier

W Licensa Status

Jazon lohnson 122334455 Active
Shew: 10w M 4 » b Total records: 1
Page1of1
9-* Fills (1) A0d Fie
Title Cramiar Last Modified Sire
. ST Producer Renart (AM..  Mulesaftinters 1002572021, 10:33 AM 218KB - <—°
7. Click download from the dropdown to download the report PDF.

Files (1) lr‘-:l-'_i Files
Title Ornwver Last Modified Size Download
. STP R M. M | 10/25/2021, 10:33 AM Z18KE e Dets
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View and Manage Licensee Information

Update Licensee Information
Edit Licensee Details in List View

View Licensee Information
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Update Licensee Information (1 of 2)

HeMP pulls the new licenses reported monthly through the Producer Report (AMS-23) and makes them
available for viewing and updating under the "Licensees" tab on your homepage. You will use this section
regularly to keep your licensee's information up to date. For example, if license 123 has reported a new

business address, you must use the "Licensees" section to update license 123. The following instructions
detail how to update your licensees’ data.

1. From the HeMP homepage, scroll down to find and click the “Licensees” tab.

Click on any license number to view more information. Note: You can use the search bar to the right of

the “Licenses” section to search for a specific license. You can also search for a License Number on your
homepage search bar.

&Lwe*sees Lots  Producer Reports  Disposal/Remediation Reports  Annual Reports  Test Results  Compliance

E Licensees

License Number w  Account W

License Status v |ssue Date
e——} 22-096811 Fresflower Farm Active 0772112022
2-000389 Wolff, Christina Z Inactive 033072020

3. Once you are on the license information page, review the information under the “Details” section.

4. Click “Edit” to edit the license information.

?

License *
DC-5679

Edit Mark as Ina
o-» Datails Lots Test Results Reports

License Informaticn

DC-5679 Doe State Department of Agriculty
EiN O 150 Sta

11-mm Active

I e Date spiration Date

T30 TH2/2024

johindoe@dchemp.com 202) 123-4567
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Update Licensee Information (2 of 2)

*License Number

DC-5679

EIMN u
n-1nm

*lzsue Date

Jul13, 2021

Email

johndoe@dchemp.com

Address Information

Shipping Str

500 Maorth Capitol

* Shipping State/Province

District of Columbia

Once you see the “Edit”, update any of the fields in the pop-up .

Once you are done updating the licensee information, click “Save”.

Edit DC-5679

A -
* Account

D Doe State Department of Agri X

*License Status

Active

* Expiration Date
Jul 12, 2024
*Phone

2021234567

*Shipping City

Washington

* Shipping Zip/Postal Code

200002

From the license page, you can also mark the license as inactive by clicking “Mark as Inactive” on the
right side of the page.

HOME Q

License
DC-5679
Details Lots

Test Results

Reports

Edit

Mark as Inactive
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Edit Licensee Details in List View: Single Cell Changes

1. From the HeMP homepage, scroll down and click the “Licensees” tab.

2. Hover your mouse over and click on the pencil icon on the “License Status”, “Issue Date”, or “Expiration

Date” field.

wLIC‘_"IIEUL"E Lots Producer Reports Disposal/Remediation Reports Annual Reports Test Results Compliance

E Licensees

Licemnse Mumber
22-000389
22-000782

22-000109

S

Account 4

Wolff, Christina Z

Wild Horse Provisions

Wild Horse Provisions

License Status  »  |ssue Date “w  Expiration Date

Active f’ 'hﬂ'l.l.':uzu TN cuce
Active I _narzozo 12/31/2022
Inactive 21872020 120372022

2/

3. Make the desired change and click “Apply”. Repeat these steps for each cell you would like to edit.

) Licensees

License Number
LS _10_10
22-000389

22-000782

o

Account

Licenses 1

Wolff, Christina Z

Wild Horse Provisions

License Status  ~  |ssue Date ~  Expiration Date ~
13/2022
Active
Update all selected items Slrres
Cancel Apply *ﬂgﬁ—

©

4. Pending changes will be highlighted In yellow. One you have made all your desired changes to the
applicable field(s), click “Save” to confirm the pending changes or click “Cancel” to revert the cell(s)

back to its previous value.

Z2-000782

£2-000384

Wild Horse Provisions

Wolff, Christina Z

Active

Inactive

P Concel m <€

21972020 12/31/2022

3/30/2020 12/31/2022
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Edit Licensee Details in List View: Bulk Apply Same Change

1. From the HeMP homepage, scroll down and click the “Licensees” tab.
2. Check the boxes to the left of the License Numbers you wish to bulk apply the same change to.

3. Hover your mouse over and click on the pencil icon on the “License Status”, “Issue Date”, or “Expiration
Date” field you wish to edit.

Producer Reports Disposal/Remediation Reports Annual Reports Test Results Compliance

m Licensees Lodts

E Licensees

= License Mumber w  Accownt T “w  Licemse Status |ssue Date »  Explration Date ~
o'*‘ v 22-00009 Stay Green LLC Inactive 2372020 12iazoze & +'e
Edit
<  22-000163 Stella Starr LLC Inactive 2/28/2020 127312022

4. Make the desired change to the informational field, select the “Update all selected items” checkbox and
click “Apply”. Note: This will apply the same change to all selected records (e.g., In the case shown here,
all the expiration dates for the selected records will be changed to Dec 31, 2022).

= Lbzanss Mumbar W ARSOUAL T W Licenss Statug L4uie Data W Expiration Dabe Q
Lo ™
 22-000091 Stay Gresn LLC Inac g 232020
v 22000163 Stella Starr LLE e /282020 Dec 21, 2022 8
SDA_M_ID Test Aclive an2ozz + | Upsdate all selacted item:
Cancel
- 22-000562 Texas Siate Dallas Inac e 4f2r2020
5.
I Iy S DU e SO e e e T e U wriel wurieer wo e vt v e wens wacK TO
their previous values.
v  22-000562 Texas State Dallas Inactive 4/2/2020 121302022
USDA_10_10 Test Aclive B2022 amy202z2
v 22-000163 Stella Starr LLC Inactive 2/28/2020 12r30/2022
W 22-00000 Stay Green LLC Inactive 2N3/2020 12/30/2022
6 } Cancel Save { e
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View Licensee Information (1 of 3)

HeMP pulls the licenses reported from your AMS-23 report and makes them available for viewing and
updating under the "Licensees" section. From this section, you can see Farm Service Agency (FSA) lot data
and hemp test results. You can also see a list of previously submitted Disposal/Remediation Reports (AMS-

24) and Annual Reports (AMS-25) that include line items about your licensees.

1. From the HeMP homepage, scroll down to find and click the “Licensees” tab.

2. Click on any license number to view more information. Note: You can use the search bar to the right of
the “Licenses” section to search for a specific license.

o_*'l-'“”':“ Producer Reports  Disposal/Remediation Reports  Annual Reports  Test Results  Compliance

E Licensees |
Licemse Mumber ¢ Apcount "  License Status “  lzgue Date
e }.JLZ 5679 Doe State Department of Agric...  Active 07n32021
Show: | 10 - “ 4 » e Total records: 1
Page 10of1

3. Once you are on the license information page, you can view information under the “Details”, “Lots”,
“Test Results”, or “Reports” tabs by clicking each tab.

4. Details: This tab contains information on the licensee that is pulled from the AMS-23 report. Note: The
information in this tab must be kept update. You can edit this information by clicking “Edit” on the right
side of the page. This is the only data that can be manually updated.

License
DC-5679 Ed

o—aﬂetatls Lots Test Results  Repaorts

License Information

License Mumis

DC-5679 Doe State Department of Agriculture
EIN O & Status

1111 Active

|zsuse Date Expiration Date

TN3r2021 TN2r2024
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View Licensee Information (2 of 3)

5. Lots: The “Lots” tab displays lot information that comes from FSA. This information includes the FSA
reported lot number, geospatial location, CLU acreage, and more.

A. To see more information on the Lot, click the blue Lot Number link.

License

DC-5679

G——)rmh—} Lots

D Lots

Test Results

Lot Mumber w  Geospatial Location w  CLU Acreage “w  Program Year
o_+ GO03606-3497-8A1 [-86.TGETE951268383,36.2354772.. 0.7 2020
0003606-3497-8A [-BE.T1EETE951268383,36.23547T2.. 0.7 2020
Show: 10 4 4 F M

Ed

Reports

6. Test Results: The “Test Results” tab displays the hemp test results associated with the license. These
come directly from results submitted by hemp testing labs.

A. To see more information about the test result, click the Record ID. Note: You can search for a
specific Test Result Record ID on your homepage search bar.

License E
DC-5679 1
e Datails Loloy Test Results Reports
U0 TestResults
Record ID “ Lot Number '  Taest Type “  [Pass or Fail w  Testing Dat
e——} TST-00000069 Original Sample Pass 06/23/2021
TST-00000101 Test of Re-Samipled Material Fail 0617/2021
Show: 10 ¥ “M 4 »r »
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View Licensee Information (3 of 3)

7. Reports: The “Reports” tab displays submitted Disposal/Remediation (AMS-24) and Annual Report
(AMS-25) line items related to the licensee.

A. To see more information about the line item, click the Record ID.

License

DC-5679 Ec

a — e m— 'bb Reports

Disposals/Remediations

Record (D W Action Taken '  Sibi % Unit of Msasuramant W Start Date o
e—> DISP-000000016 Remediation 12,000  Souare Feat OG0/ 2021
DISP-0000000115 Remediation 12,000 Square Feet o0 2021
DISP-0000000095 Remediation 1.200  Acres 05002021
DISP-D0000000S Disposal 1.200  Square Feet OG0/ 2021
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View and Export Lot information

View and Export Lot Information
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View and Export Lot information (1 of 2)

From the “Lot” tab on your homepage you can view all Farm Service Agency (FSA) lot data for your
producers. You can view further details about any of those lots by clicking the Lot Number. You can also
export the list of your State or Tribe’s registered lots to Excel.

1. From the HeMP homepage, scroll down to find and click the “Lots” tab between “Licensees” and
“Producer Reports”.

2. Click on any Lot Number to view more information. Note: You can use the search bar to the right of the
“Licenses” section to search for a specific license.

3. Click “Download” to get an Excel export with the full list of your State or Tribe's lots.

"""" ots Producer Reports sposal/Remediation Repo A al Reports est Results o ance
D Lots Downdoad 'H'e
Lot Mumbear w  Producer Account M.. ~  Licansa Numbar w  Growing County +  Raported Acres w
test 1800-1/10x22 State/Tribe Producer -5. test 1779 License-1/10/22  Morth Tulsa 12
T8 State/Tribe Producer -5 ST Producer License QA1

4. Once you are on the Lot information page, you can view information under the “Crop Details”, “Address
information”, “Test Results”, or “Disposals/remediations” headings.

Lot

28

Lot Mumber License Mumber

28

Producer Account
Stellastarr LLC

v Crop Details

Growing Lot Address Growing Lot City

Growing State Growing Lot Zip/Postal Code

Georgia

Growing County Intended Use

Howell

Reported Acres Planting Dat=@

2,199.00

Supplemental Status Crop Status

Planted P

v Address Information 88

Geospatial Location{l




A. To see more information about any of the test results, click on a test result record ID.

B. To see more information about a laboratory, click the name of the laboratory.

View and Export Lot information (2 of 2)

00—

A. To see more information about the line item, click the blue Record ID link.

E Test Results (2)

L3 TST-00000255

Laboratory Name:

Test Type:
Pass or Fail:

TST-00000004

Laboratory Name:

Test Type:
Pass or Fail:

v

h
Hemp Lab, Inc.
Original Sample
Pass

v
Alice's Testing Lab
Retained Sample
Pass

WView All

6. Disposals/Remediations: This tab displays submitted Disposal/Remediation (AMS-24) line items
related to the lot.

Disposals/Remediations (2)

o——} DISP-0000000288

Action Taken;
Method:
Start Date of Ac...

DISP-0000000289

Action Taken:
Method:
Start Date of Ac...

k.

4
Remediation
Separate and Dispose of Floral Material
1Myz2022

v
Remediation
Separate and Dispose of Floral Material
1/3/2022

View All

5. Test Results: The “Test Results” section displays the hemp test results associated with the license. These
come directly from results submitted by hemp testing labs.
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Manage Compliance Activities

View Audit Results
View Violations

Manage Corrective Action Plans

90



View Audit Results (1 of 2)

All audits will be conducted outside of HeMP. A record of the audit will be available in HeMP either while
the audit is in progress or after the audit is completed. A member of your State or Tribe Account will receive
an email notifying then that the audit results are available. The following instructions detail how you can
access your State or Tribe audit results.

1. From the homepage, scroll down to find and click the “Compliance” tab.
2. Click the “Audits” subtab.

3. Click the Audit Record ID to open an audit.

_IDENSEas Laots Producer Reporls Disposal/Remediation Reporis Annual Reports Test Results Compliance

—0

Violations may lead to a Corrective Action Plam (CAP). Failure to respond to or fulfill the terms of a CAP may lead to plan
suspension. Il you've bean put on a CAP, review the Siate and Tribal HeMP User Guide and watch our tutorial video on How (o

Compliance Details

b Audit Reason o Start Date of Audit End Date of Audit
Initial 08232022 08/23/2022
Ranewal Daparzozz

4. You will be directed to the “Audit Details” page where you can review the audit information.

Manage ST Comoliance Activities.
9 Correcires Srtion Plans ola } Audits
E3 ™y Audits
Record ID Ay Audit Channel
e.+ AUDT-000B0000034 Both {Desk & On-Site)
ALDT 0000000025 Dask
M Audit
adl AUDT-0000000025

~ Information

Audit ID
AUDT-0000000025

Audit Reason
Renewal

Action Required

v Audit Date

Start Date of Audit
B/2r2022

v Secondary Audit Date (If Applicable)

Start Date of Audit (Secondary) @

Audit Channel

Desk

Audit Reason (if "Other”)
Status

In Progress

End Date of Audit

End Date of Audit (Secondary) @
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View Audit Results (2 of 2)

5. To view the files associated with the audit, navigate to the “Files” section on the right of the page. Click
“View All” to view and access all associated files.

6. If Violations were discovered from your audit, they will populate in the “Violations” section. Click on the
Violation Record ID to view additional information about the Violation. Note: If there are no Violations
associated with your audit, no records will populate in this section.

?

AUDT-0000000017

w Information
ALIDT-DORO0000 S
nicial

a5

v Audit Date

SNER20EE

w Secondary Audit Date (If Applicable)

Files (1)

Titla Ovmar

OneSibe (Remote

WVinlations

In Progress Ricaed 1D W

SRRIR0E2

Laart ModifiL... Sl

arFsa02e, ... 13%B -

Viedation Det.. Han-Complia...

Megligent Dihsar

i 4 ¥ EE Total recceds: 1

Page 1071

o
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View Violations (1 of 2)

A Violation captures any non-compliances found related to your State or Tribe Plan. A member of your State
or Tribe Account will receive an email when a Volation is entered in HeMP. To view your Violations, use the
following instructions.

1. From the homepage, scroll down to find and click the “Compliance” tab.

2. Click the “Violations” subtab where you will see the “My Violations” list. Note: If you do not have any
Violations, there will be no records populated in this list.

3. Click a Violation Record ID to view details about the Violations.

Licensees Lots Producer Reports Disposal/Remediation Reports Annual Reports Test Results Compliance

e C-.;"-.':.E'.'-.'A;'.-.;'-Plc-l".} Violations  Audits

(L] My Violations

Record ID ~  Violation Determination ~  Mon-Compliance Category ~  Created Date

e'—).'-:u N-00000082

WVLTH-00000081

Mon-Compliance Failure to dispose of non-compl...  08/30/2022

Non-Compliance Failure to report to FSA 08/30/2022

4. You will be directed to the “Violation Details” page where you can review information about the
Violation.

Violation

VLTN-00000077

v Information

License Number

Account Name

State Test Account 1

Status
Pending Review

MNon-Compliance Category

Failure to comply with Corrective Action Plan

Date of Violation
8/24/2022

Resolution Plan
RP-0000000136

~ Source of Non-Compliance

State or Tribe Plan
Detroit Hemp Regulation Plan

Violation Determination

Negligent

Mon-Compliance Category (if "Other")
N/A

Comments
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View Violations (2 of 2)

5. To the right of the page, you will also be able to view if any comments have been left regarding your
Violation. Note: You can use the “Write a comment...” field to respond to the comment.

I VTN 0000077

w Infermation

Pendeg Fevew
Faslure b comply with Corrective Action Plan

B24AREE

w Source of Mon-Comgliance

Meghgent

WA

Most Recents » - c

e MRP Ovg 5 v
£ il 21 1M

Please emaal a recond of your actrities related to your
current Cosrective Acticn Plan

e it hesmg o by B3

sl Lika B Commant

RN
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Manage Corrective Action Plans (1 of 5)

If you have been audited, inspected, or if USDA is made aware of a Violation, then you may be put on a

Corrective Action Plan and have Corrective Actions you must report on. When you have been put on a

Corrective Action Plan, you will receive an email notification letting you know that you must respond to the

Corrective Action Plan in HeMP within 30 calendar days or risk suspension of your State or Tribe Plan.

1. From the homepage, scroll down to find and click the “Compliance” tab.

2. Click the “Corrective Action Plans” subtab where you will see the “My Corrective Action Plans” list.
Note: If you do not have any Corrective Action Plans, there will be no records populated in this list.

3. Click a Corrective Action Plan ID to view details about the Corrective Action Plan.

Liconsees L fucer Ref Oisposal/Remociation Reports  Anewal Reports  Tost osults  Comliance g _o
Compliance Details
Viclations may lead to a Corrective Action Plan (CAP), Failure tor r*nnrﬂ to or fulfill the terms of a CAP may lead to plan
susgangion. Il you've |'\L||JU|UI1ICHPTL1ILJ\.||L 1 HaMP User and walch our luloriad video on How Lo
Manage ST Compliance Actiaties
e}(:mmm o Action Plarms  Vielatiors  Audits
My Corrective Action Plans
w  Plan Type w o Blstus v Start Date Ered Dot
COOO0aNET Cormective Action Plan Undier USDA Review fam20e2 OTAE024

0a135 Cornective Action Plan Active

4. Scroll AP0

n Plan is

finalized and approved by DHPP, your Corrective Actions will populate in the “Corrective Actions” list.

Resolution Plan

L4 RP-0000000105

Instructions
Review details of your Resolution Plan and Corrective Actions.
For next steps, please reference your User Guide and Compliance Activity Video which are linked in the "Compliance" tab on your Homepasge.

Details Supplementary Information

Corrective Actions Instructions
Click on the Corrective Action Record ID to see more details and submit your required reporting.

Corrective Actions

No Corrective Actions to Display

~ Information

Status
Waiting on Producer, State, or Tribe Review

Plan Type
Non-compliance Resolution Plan

Response Deadline
8/22/2022

Resclution Plan Contact
QA_USDA Test State 1

Files (0)

M, Upload Files

Or drop files

Resolution Plan Communications

Post

Share an update...

Sort by:

Most Recent Activity

Search this ...

Respond to Plan
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Manage Corrective Action Plans (2 of 5)

Click the “Supplementary Information” tab to view the related Violation(s) and Audit(s) associated with

the Corrective Action Plan.

If you have any questions or comments about your Corrective Action Plan, Corrective Actions,
Violations, etc. Use “Resolution Plan Communications” to leave a message for USDA staff.

Once you have reviewed all the information and understand the conditions of your Corrective Action

Plan, select “Respond to Plan”.

P Rt P
RP-00000001 44
Instructions
Hovrw derwh o e Hesoluson Ean nd Cosrectroe e bons
E For maw minpa plsass reference Faar User Gusds snd Com - sk which 1
[ Wiolations
ialation I v Vinlation Deteniraton - Cwiwal Vislation
Complancs RO
Fooown- Gl i GTANEE
Haglgert AN
W LI
- Fage 1ol 1
B Audits
i Auwdits B0 Desplay

Wan-Complisnce Category

Fadura oo cespas ol rdh- oo

Files ¢

Resolution Plan Communications

—Q

—0

8. Read the attestations “Respond to Plan” modal, select “Accept” trom the dropdown then click “Submit”.

You will receive a toast message confirming the successful response of your Corrective Action Plan.

or farr

Action Plan.

to plan suspension.

bo plan suspension

O -

Respond To Plan

Iri erchier Lo conlfue participation in the USDA Domestic Hemp Produchcn Program and
avoid plan suspentasn, please read the sttesiations below and accepl the Conmectve
Action Plan and its conditions. IT you hive &y questions, conlact USDA &1 302-720-B008

= | hereby aitest that | comprehend all 1he Vielatons assigned to me in (his Correctivg
= | hereby sttest that | will deatt and upload & Codrective Action Plan that outlines the
Corrective Actions | intend to take for the duraton of this plan.

lunderstand that declining or failing to respond to this Corrective Acticn Plan will lead

« |unclarstand that tailure o fulfill the requirements of aach Conmactive Action will lsad
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Manage Corrective Action Plans (3 of 5)

9. You will receive an email notification confirming your acceptance of the Corrective Action Plan and
notifying you that you must submit a Corrective Action Plan Draft in HeMP. After you have accepted the
Corrective Action Plan, the “Submit CAP Draft” button will appear. This will allow you to submit your
plan and outline the Corrective Actions that will be completed in response to the discovered Violations.

10. Click “Submit CAP Draft”.

B Resoluthen Plan o —_——
Gl RP-00000D0D0128 Subesit CAP Diaft

Instructions Files (01 "
Rereaw detmln al your Besokofon Plansnd Correcles Aclicns
For nean seed, pleass referencs youl Uer Guide and Complisncs Acovity VWede which are linked in tha "Compliance” 16 o0 el Homenass

Dariails B

Corrective Actions Instructions:
Click oo thee Comective Actaon Recond I 10 see mars detsls Snd sulbsmil Four reguined regormng

Upload a Corrective Action Plan Draft

Upload a draft of your Corrective Action Plan (CAP] and then click "Done”. USDA will raview this
draft and communicate with you as needed. Check your email or HeMP regularly for updates.

If you have any questions, contact USDA at 202-T20-8998 or farmbillhemp@usda goy

o_ ; X, Upload Files  Or drop files

Cancel

12. Upload your Corrective Action Plan Draft from your files and select “Done”. Your uploaded Corrective
Action Plan Draft will display in the “Files” section of the “Resolution Plan Details” page and the status
of your Corrective Action Plan will change to “Under USDA Review”.

Upload Files

CAP Drafr.docx
2 KB

Vel 1 file uploaded
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Manage Corrective Action Plans (4 of 5)

13. USDA will review your Corrective Action Plan Draft and may provide edits. Once USDA reviews your
draft, you will receive an email notification that there is a Corrective Action Plan Draft ready for review
in HeMP. This updated draft will appear in the “Files” section on the “Resolution Plan Details” page.

14. Corrective Action Plan revisions may go back and forth until a final version is agreed upon by both
parties. Once USDA approves and finalizes the Corrective Action Plan, the status of the plan will change
to “Active”, and you will receive an email notification.

15. Next, the Corrective Actions that were agreed upon will be assigned to you by USDA and will populate
in the “Corrective Actions” list for you to complete. Click on a Corrective Action Record ID to view
additional details and submit required reporting.

. ]
Ll rr-0000000111

Instructions "
Files (2] +l—
Ry denmd s of pois Repolites Fan andd Correcawe Arong.

Faar nast pieps, phasse relerance yoar L Gule snd Comphance Mooy Viksn which s bnksed o the DliBmca” T o ymar HOmEpage

Carractive Actions Instructions
Clacki ot tve Gt resiive Aot Rscand 1D 10 sés

I _! Corrective Actions
Resolution Plan Communications

Resgnnd D e st - Costvinstion Actish

(15 RS -

3 Toial racornds ' m
Shaow PR » ey el recoids: 2

-

16. Once on the “Corrective Action Details” page, review the Corrective Action Description, Intormation,
and Supplementary Details sections. Select “Add Files” to upload the applicable file(s) from your
computer.

E CA-DO0000004S

i
Use th A Files™ button 1o swbmit docurmastaton that 1§ regeeed tor this Cormectvg Actos, Files. [0} Ak {
PR Ation D

riplian Tik [ e Lest Wodfif.  Size

w |Information

w Supplementary Details
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Manage Corrective Action Plans (5 of 5)

17. Once you have uploaded the file(s) from your computer, click “Done” to submit your required reporting.

. Corrective Action Required Reporting.pd?

35 KB

Upload Files

1af1ide uploaded

©

=0

18. Click “Return to Resolution Plan” and repeat these steps tor each Lorrective Action you need to submit
required reporting for. Note: You must report on all your Corrective Actions for the entirety of your

Corrective Action Plan in order to successfully resolve the plan.

@.

Carmecibe Mction
E CA-DO000000SS

Il o o

Supplementary Detalls

Filies {1}

rrrrrr

Note: If it is discovered that you have additional Violations and/or Corrective Actions that have been added
to your Corrective Action Plan and/or the End Date of your plan has been updated, you will receive an email

that your Corrective Action Plan has been enhanced and that you need to go into HeMP to view those
updates.

Once all the Corrective Actions have been successfully completed and reported on for the entire duration of
your Corrective Action Plan and you have reached the end date of your plan, you will receive an email

notification that your Corrective Action Plan has been successfully resolved and that no further action is
needed.
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