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Log In to HeMP

Log In to HeMP for the First Time

Log In to HeMP



Log In to HeMP for the First Time (1 of 10)

If your testing lab has submitted any testing results 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 9.

1. You should have received an email with the subject “USDA HeMP Account Invitation”. Open
that email and click the “this link” linked text to access your HeMP Account.

* |f youdo not have an email invitation, send an Account invitation request to DHPP via
email at farmbill.hemp@usda.gov specifying the testing lab you represent.
Alternatively, if a colleague from your testing lab has already logged in to HeMP,
reach out to that individual for an invitation to join.

USDA Agricultural Marketing Service
S -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 below:.

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 th* link 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

g B Password

Password

. Show Fassword

Log In with Password
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Log In to HeMP for the First Time (2 of 10)

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

+ Message 1: If you see the “Congrats! You are a member of [Account Name]” message
below, you have successfully accepted your Account invitation.

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

AT TR T AT

Invitation to join an account

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

- ¥R

L dlee |

[ mej—ﬁ

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

C. Click “My Profile” from the dropdown.

Home

My Profile

LOEoUT




Log In to HeMP for the First Time (3 of 10)

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 Prﬂﬁ IE Edit Contact Detals
MName Email

Johnny Doe johnny@hemp.com

Phone

202-123-4567 Other Phone

Additional Contact Information

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

™ * Mame
B LITAT IO
Mone -
First Hamo

Johnny

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.
F $ i



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

Log In to HeMP for the First Time (4 of 10)

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.

F

Invitation to join an account

Uh oh! Your invitation link has expired...

raach out to tha aarson at s Y 1 A R E [ 1 TR gl [ R ¥
g [ ik vinly walid far 200 i wirlact AMS &l (2DF TA0-2450 or
ut Farmbill b mpseasdy o

J @ ¥

* 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...

rarszation who irdied youw to provide them enth your current efiath email address

=Y
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Log In to HeMP for the First Time (5 of 10)

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 testing lab 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 i1s already associated with a particular HeMP account type. HeMP
does not allow you to use the same email address for multiple account types. If you are
associated with more than ene account type, you will need to get a second
efuthenticatian account with & different email address, At that point, you can ask your
celleagues to re-send the invitation using 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) T20-2491 or farmbilLhemp@usda.gov,

O
Nl
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Log In to HeMP for the First Time (6 of 10)

If your testing lab has NOT submitted testing results 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 4.

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 (DHPFP), or are you a
returning user to HeMP?

Walcome! The HaMP System allows producers, States. Tribes, and testing labs 1o submit applications and report s, and 10 managa
licenses data online. If you have not worked with DHPP in the past. you can sign up or log in through sfuthentication eduth) below

sAuth is required to access the systam

If you are a returning HeMP user, log in below

0~ EXIN - I3

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.

e _ Log In with :

Password

Forgot User ID

Password

. Show Password

Log In with Password
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Log In to HeMP for the First Time (7 of 10)

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

¢

Just a few minutes

%

Submission confirmation email

4

QO

Account confirmation email

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”.

Email
johnny@hemp.com

*Name

Salutation
None
First Mame

Johnny

Middle Name
*Last Name
Doe
Suffix

Suffix

= Maaxt

10




Log In to HeMP for the First Time (8 of 10)

6. Once you are on the “Account Type” page, click “Testing Laboratory”.

7. Scroll down and click “Next”.

State Tribal Testing
Government Government Laboratory
>

8. Once you are on the “Account Details” page, enter the requested information about your

testing lab. Note: “Account Name” should be the name of your testing lab (e.g. Hemp Labs).

9. Once you have provided your testing lab’s information, click “Next”.

Add Account Details

Please prowvide the information below about your crganization. Acoount Mame |s the name of your
labaratory,

Address Information

"



Log In to HeMP for the First Time (9 of 10)

10. Once you are on the “Add Team Members to Your Account” page, you can invite colleagues

from your testing lab to the Account. Note: The Account sign up process should only be

used once per testing lab. 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”.

Bdd 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
Chris
Sherry

Jane

LAST NAME

Franklin

Johnson

Smith

EMAIL

chris@hemp.com

sherry@hemp.com

jane@hemp.com

gk ap

=]

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.

I'm Done Adding Emails

)

£

12



Log In to HeMP for the First Time (10 of 10)

11. 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.

12. 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.

13. 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.

13


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

Log In to HeMP

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?

Walcomal The HeMFP 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 sAuthentication (eAuth) below,

aAuth is required to access the system

If you are a returning HeMP user, log in below

=N - 28

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.

e () Log In with

Password

User ID

Password

. Show Password

Log In with Password

14
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Modify My Profile

Modify Contact Information
Modify Account Information
Update Account Contacts
Invite a Colleague to Account

Add a Sub-Account to My Profile

15



Modify Contact Information (1 of 2)

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

2. Click “My Profile” from the dropdown.

Home

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

e—)l Edit My Profile

Manage My Account(s)

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

Edit MY Prﬂﬁ I'E Edit Contact Detals
Name Email

Jane Doe jane@hemp.com

Phone

202-123-4567 Other Phone

Additional Contact Information

16



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

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

Cancel Save Changes

6

17
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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.

Home

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 Name
Testing Lab Account

Email

email@email.com

Other Phone
123-123-1231

Shipping Address

123 Main Circle

City, Delaware 12312
United States

Laboratory DEA Registration Number
1mmimnm

Edit

Account Type
Phone
(123} 1231231
Additional Contact Information

Example

Menuw

18



Modify Account Information (2 of 2)

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

Account Information
* Account Name

Phone

Testing Lab Account
1231231231

Email
Additional Contact Information

email@email.com
Example

Other Phone

123-123-1231

Shipping Address
Shipping Country Code

United States
Shipping Street

123 Main Circle

Shipping City Shipping State/Provin|
City Delaware
Shipping Zip/Postal Code

12312

Laboratory DEA Registration Number

I

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

Cancel Save Changes

19



Update Account Contacts (1 of 6)

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

2. Click “My Profile” from the dropdown.

o B JANE DOE

Home

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. View your Account’s Contacts under “Account Membership”.
Account Membership
Contacts on this Account
Showing 4 of 4 Contacts
Jane Johnson Edit Remove Invite
Email Phone
jane@hemp.com 202-5678910
Title Title (if "Other”)
HeMP Account Rolegy
Account Administrator

20



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

O ——> ~dd 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”.

Step 1: Select Contact
Salutation
--MNone--

First Name

Middle Name
: *Last Mame

Suffix

Email Phone

Other Phone Additional Contact Information

Cancel

21



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

B Hemp Account x Jane Doe x

Title (if "Other™)

4 A

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

Avallable Chosen

o
e >

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

Account.
o_) Save & Close

22



Update Account Contacts (4 of 6)

* Toremove 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.

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 Rolegy

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, you will need to invite them to join the account again.

Cancel Save

23



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.

&,

Account Membership

Contacts on this Account

Showing 4 of 4 Contacts

:= Jane Johnson

Email
jane@hemp.com

Title

HeMP Account Rolegy
Account Administrator

v

Edit Remove Invite

Phone
202-5678910
Title (if "Other™)

C. Once you see the “Step 1: Edit Contact” pop-up, enter the updated Contact

information into the selected fields and then click “Next”.

Salutation

--Mone--

First Name

lame

Middle Mamie

* Last Mamie

lohinson

Suffe

Step 1: Edit Contact

24



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: Edit Relationship Between Contact and Account

D Hemp Account 4 lane Doe *

--Mone-- -

A A
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 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 Chosen

o
o > 4

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

Save & Close

25



Invite a Colleague to Account (1 of 2)

To invite a colleague to your testing lab HeMP account, you will first need to add their contact
information, see Page 21 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.

Home

My Profile

Logaut

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

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

|__ | Jane Johnson

Edit Ramove nvite .e_o

jane@hemp.com 02-567891
Title Title (if "Othar™)
HeMP Account Role gy

Account Administrator

Email

26



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. Note that this individual will need their own eAuth credentials to log in

Contact

Jane lohnson

s (IR <TO

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.

Jane Johnson Edit Remove Cancel Invitation 'é—e

27



Add A Sub-Account to My Profile (1 of 2)

If you have multiple labs, you can request to add a sub-Account from your HeMP My Profile
page. Sub-Accounts are recommended for larger institutions with multiple employees and can
be used to help manage your submissions to USDA

1. Click your account dropdown on the righthand corner of the page and click “My Profile”
from the dropdown. Note: Only individuals designated as Account administrators can
request sub-Accounts.

JANE DOE

Home

My Profile

Logout

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

Edit My Profile

e_-l—) Manage My Account(s)

3. Select the account for which you would like to add a sub-account.

4. Click “Menu”, then select “Add Sub Account”.

w Hemp Inc,

o

Edit Menuw <=

Account Information Add Sub Account +

86

28



5. Once you see the “New Account Request” pop-up, enter your sub-account information into

Add A Sub-Account to My Profile (2 of 2)

the pop-up fields.

6. Once you’'ve entered the sub-account information, click “Save”.

6/

Farent Account
Hemp Inc.

* Account Mame

Phone

Email

Address Information

Street Address

State

--Mone--

Country

United States

New Account Request

Account Type

LUSDA Producer

Other Phone

Additional Contact Information

Cancel

3

7. Wait about 5 minutes. Then, you will see the newly created account under the “Sub-
Accounts” section of your “Manage My Account(s) page.




Navigate HeMP

Use Helpful Links

Contact DHPP for Help
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Use Helpful Links

Helpful links are available to easily provide resources relating to using HeMP and the Domestic
Hemp Production Program (DHPP). 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.

Helpful Links

Testing Lab HeMP User Guide (pdf)

Contact Us

Guidelines for Testing (pdf)

Final Rule (pdf)

Frequently Asked Questions

MNeed Help?

‘ Subscribe to Updates

M
|

Lab Registration and Disposal Enforcement Discretion (February
2020)

31



Contact DHPP for Help

1. From the Homepage, navigate to the Helpful Links section on the right side of the page.

Helpful Links

Testing Lab HeMP User Guide (pdf)

Guidelines for Testing (pdf)

‘ Contact Us

2. From the list of Helpful Links, find and click “Contact Us”.

P ‘ Contact Us

3. You will be directed to a Contact Information page on the Agricultural Marketing Service
USDA website. From this page, you can use the contact information provided for the U.S.
Domestic Hemp Production Program (DHPP).

USDA Agricultural Marketing Service

_/ U.S. DEPARTMENT OF AGRICULTURE

ABOUTAMS  NEWS & ANNOUNCEMENTS ~ CONTACT US

HOME MARKET NEWS RULES & REGULATIONS GRADES & STANDARDS SERVICES RESOURCES COMMODITY PROCUREMENT _ Q

Fd
% - I

- | Contact Information |
RN

5ty e Rl N
AN g

Qverview

Information for State Departments of
Agriculture and Tribal Governments

Information for Producers

For USDA Licensed Producers Only

HOME : RULES&REGULATIONS © HEMPPRODUCTION : CONTACT INFORMATION
Members of the industry with questions about the U.S. Domestic Hemp Production Program should contact the Agricultural
Marketing Service (AMS) at (202) 720-2491 or farmbill.hemp@usda. gov.

Media with questions about the U.S. Domestic Hemp Production Program should contact AMS Public Affairs at PA@usda.gov or
(202)-720-8998.

32



Test Result Reports

Add Single Test Results

Bulk Upload Test Results

Submit a Test Result Report

View Previously Submitted Test Result Reports

View Previously Submitted Test Results
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Add Single Test Results (1 of 5)

1. Click “Submit Test Results" from your HeMP homepage.

Message to Hemp Testing Labs

Laboratories testing hemp for total tetralwdrocannabinol (THC) concentration must submit all test results directly to USDA,
Click the "submit test results™ button below to submit results. Prior submissions may be viewed below,

Repﬂrts Individual Test Results

G My Test Result Reports

Raport ID w  Status w  Submission Date

TRR-OM000174 Pending Review 0BM2021

2. Onceyou see the “New Test Result Report” pop-up, click “Save” at the bottom right. Note: If
you have multiple accounts, you can use the “Laboratory Name” dropdown to choose the
account that should be associated with the test result report submission.

New Test Result Report

* Laboratory Mame

B Testing Lab Account %

Cancel Save {——9

3. Once you are on the “Test Result Report” page, scroll down to find the “Test Results”
section at the bottom of the page, then click “Add Single Test Result” on the right. Note: If
you would like to bulk upload multiple test results, skip to Step 3 on Page 39.

ﬂ Test Results Bulk Upload Test Results Add Single Test Result (—o

34




Add Single Test Results (2 of 5)

4. Once you see the “New Test Result” pop-up, fill out the pop-up and note the following:

A. License Number: Select the producer’s license number from the dropdown. If you
were provided a license number, skip steps C-I. Note: If you have been provided with
another identifier in lieu of a license number, leave this field blank and fill out the “If
Provided Other Identifier” section.

B. Lot Number: Select the producer’s lot number from the dropdown. If you were
provided a lot number, skip steps C-I. Note: if you have been provided with another
identifier in lieu of a lot number, leave this field blank and fill out the “If Provided
Other Identifier” section.

C. Sample ID: Select the sample ID from the dropdown. This is the Sample ID provided
to you by the Sampling Agent who conducted the sampling. It identifies the specific
sample that was taken from a specific lot.

D. Other Identifier: Enter a control number or other identifier provided to the lab in lieu
of a license number.

E. FSA State Code: Enter the State Code provided to the licensee by the USDA Farm
Service Agency (FSA).

Mew Test Result

Producer Information

Producer Name Producer Street

It Provided License or Authorization Mumbser

anse Mumbaear o Lot Murmibser ﬂ

Type in a License Number Q Select an Option - .e_o

Sample ID @

Select an Option o

If Provided Other |dentifier (e.g-. Control Number)
Other identifier FSA State Code 10

? 99

FSA County Code @ Farm

35



Add Single Test Results (3 of 5)

4. Continued: Once you see the “New Test Result” pop-up, fill out the pop-up and note the
following:

F. FSA County Code: Enter the County Code provided to the licensee by the USDA Farm
Service Agency (FSA).

G. Farm: Enter the numeric Farm Number provided to the licensee by the USDA Farm
Service Agency (FSA).

H. Tract: Enter the numeric Tract Number provided to the licensee by the USDA Farm
Service Agency (FSA).

[. Field: Enter the numeric Field Number provided to the licensee by the USDA Farm
Service Agency (FSA).

J. Subfield: Enter the Subfield Letter provided to the licensee by the USDA Farm
Service Agency (FSA). Note: This may be blank if the producer’s field is not divided
into subfields.

SA County Code u Farm ﬂ

s
X

i}
]
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Add Single Test Results (4 of 5)

4. Continued: Once you see the “New Test Result” pop-up, fill out the pop-up and note the
following:

K.

L.

Testing Date: Enter the date the sample was tested by your lab.

Results Reported Date: Enter the date when the result was reported to the producer
and/or State/Tribe by the lab.

. Test Type: Select the type of sample being tested.

Result Percent of THC: Enter the percent of THC on a dry weight basis, reporting to
the nearest hundredth.

Measurement of Uncertainty: Enter the parameter associated with the accuracy of a
result as a percent.

@9

Subfield @
Results
“Testing Date * Results Reported Date )
> & L L )
Test Type @ Result Percer THC 0
P> _None-- v +o
Aeasuremer Inie ity
—
Report Details
Laboratory Mame
B Testing Lab-Account A *
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Add Single Test Results (5 of 5)

5. When you have finished entering all requested information, click “Save” at the bottom of the

pop-up.

6. Once you are on the newly created “Test Result” page, click “Return to Report” above the
“Instructions” section.

a Test Resdilt

TST-00000108

0——) Return to Report
o Instructions

This page contains details about a test result. Y|

7. 1f you would like to add additional single test results, click the “Add Single Test Result” and
repeat steps 4-6 until all results are entered. Note: If you would like to edit a test result that
has been entered, click the Record ID link to edit the appropriate information.

B TﬁtRE’sulE I_'.n. .'.:I::'.:.I. '...E.l':-'..'l::'..'.:

Record ID w  Licansa Numbear v (Dther Idendifiar v Test Type v [Passor Fail v Testing Date Actions

000333 USDA, CH6206_ROOTH RECIZZ Original Sample Pass ToT e

Note: If you would like to bulk upload multiple test results see Step 1 on Page 39. If you have
finished adding your necessary test results, skip to Step 1on Page 47.
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Bulk Upload Test Results (1 of 9)

1. Click “Submit Test Results" from your HeMP homepage.

Message to Hemp Testing Labs

Laboratories testing hemp for total tetrahvdrocannabinal (THC) concentration must submit all test results directly to USDA,
Click the “submit test results™ button below to submit results. Prior submissions may be viewed below.,

R‘Epﬂrts Individual Test Resulis

G My Test Result Reports

Report ID w  Status w  Submission Date

TRR-OM000174 Pending Review 081172021

2. Onceyou see the “New Test Result Report” pop-up, click “Save” at the bottom right. Note: If
you have multiple accounts, you can use the “Laboratory Name” dropdown to choose the
account that should be associated with the test result report submission.

New Test Result Report

* Laboratory Name

[ Testing Lab Account X

Cancel {__e

3. Once you are on the “Test Result Report” page, scroll down to find the “Test Results”
section at the bottom of the page, then click “Bulk Upload Test Results” on the right.

B Test Results Bulk Upload Test Results  4E=rrivrermrte-reermeemte o
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Bulk Upload Test Results (2 of 9)

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

Onc yods hisvs reewad tha L L 1 and $N0ETed TElL redlls imo tha L T 16, U youl Complatad template. ANGT URIDRRNE, YO May S0 resulls That reed Comects

Fou must fix all ermers balomn submitting your et redults Make corre bong 1o poul onginal 1de belois re-uplsading and then subsarling

1 File O drog files

& Ur

5. Review the following field definitions for each column in the template to ensure that you are
entering the test result information in the correct format.

Template Field Definitions:

Use the producer’s license or authorization
number as assigned by the State, Indian Tribe, or
USDA. If you have another identifier for the
License, you can insert that identifier in this
column.

The license or
authorization number,
or another identifier, of
the producer that the |,
sample and test result
are attributed to. .

License Identifier
The license identifier must be submitted and
must match to a License in the HeMP system.
A license identifier must be between 1-20
characters; dashes and underscores are
accepted.

Ensure that the testing location for this sample
combines four pieces of information provided to
the lab: FSA Farm Number-FSA Tract Number -
FSA Field & Subfield Letter

Example: if the lab was provided with FSA Farm
Number 1111, FSA Tract Number 222, FSA Field
Number 33, and FSA Subfield letter “B”, then the
lot would appear as “1111-222-33B”

The identifier of the lot
Lot Number from which the sample
was collected.

* A lot number must be submitted with the test
result.

* A lot number must be between 1-20
characters; dashes are accepted.
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Bulk Upload Test Results (3 of 9)

Template Field Definitions Continued:

Sample ID

Testing Date

Results Reported
Date

Test Type

The identifier of the
sample taken by the
sampling agent.

The date the sample
was tested by the
laboratory.

The date the test result

was reported to the
producer and/or
State/Tribal
government by the
laboratory.

Identifies the type of
sample that was used
for this test result.

Use the Sample ID provided by the Sampling
Agent that conducted the sampling. It identifies
the specific sample that was taken from a
specific lot. Ensure that the format of the Sample
ID is:

Current Year-Sampling Agent Number-Four Digit
Identifier.

Example: 2022-1234-5678

* A Sample ID is not required but is encouraged
to submit if one is provided.

* A Sample ID must be between 1-14 characters;
dashes are accepted.

Ensure that the format of the date is one of the
following:

* MM/DD/YYYY
* YYYY-MM-DD

Ensure that the format of the date is one of the
following:

* MM/DD/YYYY
* YYYY-MM-DD

Report as one of the following values. The data
must match one of the following options:

* Original Sample

* Retained Sample

* Test of Re-Sampled Material
* Remediation Sample
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Bulk Upload Test Results (4 of 9)

Template Field Definitions Continued:

The quantified concentration
of THC determined by the
laboratory.

Result
Percent THC

Measurement | This field is to identify the
of Uncertainty measurement uncertainty of
the hemp test.

Report Percent (%) of THC on a dry weight
basis as a percent to the nearest ten
hundredth, or 2 decimal places (Ex. 0.03%).

“Percent (&) of THC on a dry weight basis” is
the percentage of THC by weight in the
sample, after excluding all moisture from the
sample.

Example formats that are acceptable:

* 0.03%
* 1.04

Report measurement uncertainty as a percent
(%) + or-as a percent to the nearest ten
hundredth, or 2 decimal places (Ex. 1.02%)

The measurement uncertainty is the
parameter associated with the accuracy of a
result, which is the interval around the value of
the measurement that characterizes the
dispersion of the values.

Example formats that are acceptable:

* 0.03%
* 1.04
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Bulk Upload Test Results (5 of 9)

6. When you have completed 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.

Once you hae resawed the k i | and entered test resulis inlo the & adl T e, upioad your complated template. After uploading, you may see resulis that reed comection

¥ou sl Tix all erfor balods submitting your Bl redults Maka corre Taond 16 poul onginad 106 bedois ré-uplsading and 1han tubei Mg

& Upload File O drop files

W N FEBLTS e LROMOST & COMDIanaT DamROVan® WD Nl Fesenils 4% OF0WT B0 ATATT IN9 B LpVoad BroceRs

7. Enter test result information in your “Bulk Upload Template”.

Note: Each single producer test should be entered on its own row (e.g. If you have 11 producer
tests 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 important

information.
A E C D E F G H

1 |License Identifier Lot Number Sample ID Testing Date Results Reported Date Test Type Result Percent THC Measurement of Uncertainty
2

3

4

3

6

7

a8

9 [+]

Bulk Upload Template (&) [4] | [+]

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

9. Navigate back to the HeMP “Bulk Upload Test Results” page and select “Upload Files”.

o_ Thoose e A UploadFiles  Or drop files
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Bulk Upload Test Results (6 of 9)

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

E Dpen

= i | ¥ Th PC » Desktep » Bulle Uplosd Test Resulls

Organize *  Mew lelder

-
& Onelrive - Accen

- Thiz PC B9 Bulk Upload Test Pesuls.cov

B 30 Objects

W Desltop
Documents

& Downlosds

F Misie

&= Picture

B videcs

L5 ‘Windeess (T

W Metwaik ol

Files narma: | Bulk Uphoad Test Resuls.coy

3

Microsch Excel Comma Separa

[ oom | o

_®

11. Next, the test results will be separated into either one or two tables:

A. Results that Need Corrections: Indicates test results with errors that 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 error message definitions on
Page 45 for more specifics on how to correct those errors.

B. Submittable Results: Indicates the test results were error-free. Note: The submittable
results table may include warnings in the first column such as a test result not
matching a lot number or sample ID. These warnings do not prohibit submission, but it
is highly recommended you resolve these warnings whenever possible prior to

submission.

Note: If all your test results populate in the “Submittable Results” table and have no fixable

associated warnings, skip to Step 16 on Page 46.

M Results that Meed Correction (2]

Thie 151 Pebalts batow Bark 10rmaTIsng of DO TS Tt &6 [P evanang tub s g

m Sughmittatibe Beiults (1)

FRNES B0 [ Dl o o resatts That should Be fooed if posssbis. B vy Camnot resolv The wis
Warning W Rowl W

FPNOFT SAET-B

1222-3450-0088

Teating Date +  Results Beported Date

S0P UL

Tast Typa w R

Tl &F Rb-Santapdeesd _.
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Bulk Upload Test Result (7 of 9)

12. If your bulk test results template contains errors, open your original file, make the
necessary error corrections, and save your corrected file.

13. Re-upload your corrected test results template using the instructions outlined in Steps 9-10

on Pages 43-44.

14. See updated “Results that Need Correction” and “Submittable Results” sections and make
additional corrections as needed.

15. Once all results are valid and acceptable, all the test results will populate in the

“Submittable Results” section and the “Results that Need Correction” section will no longer

show results.

Submittable Results

The fas1 regulls bedow may hava wamings that can

Lake time 1o resclee.

Submittable Results

Warning
Matching account not found in HeMP
e
Fane
[dane
Hone

Mane

Raw ¥

ded ay processing if nod corrats

Lisunsn.,,

10 B85

I B3672

I 57883

I 3114

Il 56733

I 1924

Lot Mumbar

OT S4723

T 64434

LOT 37634

LOT 56378

LOT 44624

LOT 31255

Sample D Testng Dale

S53aATR

5434337

TAN2126

4350623

2036554

S44a007

BrafneE

WEI20RE

o202z

o202z

o202z

ariginal fili if peeasibila

Ruailis Rop,..

D F0E2

DN ENER

D E0Z2

OG/ 2022

DGy 2022

Reaguilis will atll| b accaphed as 5o

Test Typa
nitial
Ratasl
nitial
Fatast
mitial

mitial

Resull Parcen..,

Vs

1A%

1.24%

0655

0.7a%

Zi7%

Mlaasairam,..,
023,

0n25%

023%
02F%

023F%
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Bulk Upload Test Results (8 of 9)

16. Once your results are listed as submittable, click “Submit Bulk Upload Test Results”.

@-* [ Submit Bulk Upload Test Results

17. Click “Submit” on the pop-up window.

Submit Bulk Upload Test Results

aw Biili Lplaasd Teael Ramlts to your Test Fosalt Report and navigats

18. You will see a toast message on your “Test Results Report” page confirming that you have
successfully added the test results to your test result report.

B An official website of the United States government. Here's how you know,

& Success!
=

QSDA Agricultural Marketing Service
SR 5. DEPARTMENT OF AGRICULTURE
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Submit a Test Result Report

If you would like to duplicate or delete test results, click on the dropdown arrow below
“Actions”. Note: If you choose to duplicate a result, fill out all requested informationin the
“Duplicate Test Result” pop-up, repeating Steps 4-6 on Page 35 to continue submitting a
duplicate test results. The duplication feature is useful and can save time if details of two or
more test results are the same with slight modifications.

) TestResuts

Record ID v Licensa Mumber v (ther Identifiar v Test Type v [Passor Fail w  Testing Dlate Actions

TST-D0000933 USDA,_CE6206, o) ABCIZE Original Sample Pass TR v f—o

. Once you are done entering all your results, click “Submit Report” at the top right of the
“Test Result Report” page. Note: You can use “Delete” to delete the test result report.

0——)Submit Report Delete

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

Sign & Submit

By signing below, you are certifying the accuracy of the information provided in this report
and in the list of test results provided herein.

o—+ *| | lcertify the above statement

47



View Previously Submitted Test Result Reports (1 of 2)

1. From your homepage, find and click the “Reports” tab located below the “Submit Test

Results” button.

2. You will see a list of test result reports submitted by your testing lab. Click on any Report ID
to view more details about a Test Result Report.

Mapnrts Individual Test Results

My Test Result Reports

Report 1D

e g TRR-D0000174

TRR-00000146

TRE-000D0145

TRR-D00DMZ2

b Status
Pending Review
Pending Review
e fusd

Pending Review

e Submizsion Date

0a8Mm2021

08022021

Oamai2e

OF22r2021

3. Once you see the “Test Result Report” page, you can view the test results associated with
the selected test result report using the “Test Results” section. Note: For reports that are in
“Draft” status, you can edit and submit that report. Submitted reports cannot be edited.

4. To view the details of a specific test result, click on the Report ID associated with that

result.

Testing Lab Information

Chicags
o—m Test Results
FRecord ID w  Licenss Kumber
LSDa_CSEN0G_ROON
0'9- 138 LSDA_CS6206_R00N

v (Othar identifier

ABCIZE

OHIN3ENT
Ilir3is
w Tast Typa w  [Pass or Fal
Crigral Sample Pass
FRgtamad Sampls Pass

k Uprtzad Test Hessus:

v Testing Date Actions
TR0

nFmIR0zE
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View Previously Submitted Test Result Reports (2 of 2)

5. To delete test results reports, click “Delete” on the “Test Result Report” page.

Tast Rl Rapert

TRR-OO000480 Bubmic Feport | Delsw

o Instructions

Add your test results by clicking "Bulk Uplosd Test Results™ or "Add Single Test Resull™. Orce you have added all of your test resulte. click the "Submit Report™ bution on the top-right.

Refer 1o tha Bulk 1 tructions and Bulk v Tamplata if you prefer that aption
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View Previously Submitted Individual Test Results

1. From your homepage, find and click the “Individual Test Results” tab located below the

“Submit Test Result” button.

2. You will then see a list of test results submitted by your testing lab. Click on any Report ID
toview a pl_’eviously_submitted test result.

—l

Reports Individual Test Results

I8 My Test Results

TST-00000182
IST-00000222

IST-00000212

Recaord 1D W Licensa Nu...

o

Other Identi... ~

20

20

20

Al234

Lot Mumbser

S

Tast Typa b
Remediation Sa...
Remediation Sa...
Remediation Sa...

Original Sample

Pass or Faill

Fail

Pass

Fail

Pass

3. Onceyou are on the “Test Result” page, you can view more details about the selected test
result under the “Details” section. To view the full report associated with the test result,
click “Return to Report” located above the “Instructions” section.

B Test Result
TST-00000114

oqﬁe‘.url ta Repart
© 1nstructions

Details

s |INfOrmation

Producer Name{)

Greg Smith
o- Producar Cityf

Arlington

Ly If Provided License or Authorization Mumber

This page contains details about a test result. You can click the 'Return to Report”™ button above to view and./or submit the full r

Producer Stree
123 Pineapple
Producer Stat
WA
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