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1 Introduction

The California Cannabis Track-and-Trace Metrc systemis used by Industry businesses to
record events throughout the life cycle of cannabis plants and products. This User's
Guide contains instructions that incorporate California’s specific configurations and
proper use. The Metrc system has additional functionality that is generic to all states and
is not incorporated into this California specific guide. Additional instructions for use of
Metrc to record business events can be found in the Metrc Industry User Guide.
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2  First-Time Credentialing and Business Setup

2.1 Initial Business Setup Process

The Metrc Support Team has created a step-by-step process so licensees capture all the
necessary requirements and information in Metrc. Setting up a facility in Metrc follows a
logical process designed around the common business practices of the cannabis
industry. When setting up a Metrc system, it is important to follow this process to minimize
data input and maximize accuracy. Remember, all information created in Metrc isin a live
system and subject to review by the State. The following steps define the process for
setting up a business in Metrc.

1. Follow the first-time credentialing and user profile creation processes described in
Sections 2.2 through 2.4 below.
2. Order tags.
3. For each facility add:
A. Employees (including owners and managers)
B. Strains
C. Rooms
D. ltems
4. When tags arrive, receive them in Metrc before entering plants and/or packages.
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2.2 AccountManager Credentialing

During the licensing process, an owner, designated responsible party (DRP), primary
contact, or other representative authorized to act on behalf of the licensee is identified as

the Metrc Account Manager.

The Account Manager must attend the Account Manager New Business training hosted
by the Metrc Support Team before accessing Metrc. Once this training is completed and
an annual license is issued, the Account Manager sends an email to support@metrc.com
or calls Metrc Support (877-566-6506) to initiate the credentialing process and enable
Metrc access.

After the Account Manager information is validated, he/she receives a Welcome to Metrc

email similar to the one shown in Exhibit 1.

Flrst-Time Log-In Key

From: Metrc Mail [ mailto:noreply @metrc.com)
Sent: Friday, October 06, 2017 3:02 PM

To: john.jones@cannabisfarms.com
Subject: Welcome to Metrc

4

Welcome to Metrc®!

“k“ﬂm - s

Username 0* Your username: john.jones@cannabisfarms.com '\1\\5“ \\0\“‘\

First-Time Log-in Link 0— Loa-in and set vour password here: https://ca.metrc.com/log-in/first-time?

key=BwNTGkV2ZUJG-AZGvr9K5DFjyLAnROdG&email=john.jones@cannabisfarms.com.

First Time log-in key: BWNTGkV2ZUJG-AZGvr9K5DFjyLAnROdG
Your e-mail: john.jones@cannabisfarms.com
Log-in key and link expire: 10/7/2017 6:02 PM -04:00

Expired Flrst-Time
Log-In Link If the link above expires, click here to use the Password Reset form

Ongoing Log-in Link 6— Once your password is set, you will log-in here: hitps://ca.metrc.com/.

For assistance, please contact the Metrc Suppont Team at suppod@metrc com or +1-877-566-6506

The Welcome to Metrc email provides a link and temporary password for logging into

Exhibit 1: The Welcome to Metrc Email

Metrc and setting up an account.

NOTE: The first time log-in link is only good for 24 hours, so login within 24 hours of
receiving the email. If the log-in link expires, use the Expired First-Time Log-in
If you no longer have the Welcome to Metrc e-mail, contact Metrc Support

Link.

(877-566-6506) to request that the e-mail be resent.
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Username

Your username: |

The Username is based on the email address sent during credentialing (for

Account Managers) or the account creation process (for employees). It is used to
log into Metrc after the initial log-in.

First-Time Log-in Link
Log-in and set your password here
Clicking the First-Time Log-in Link displays the initial login page pre-populated

with the First-Time Log-in Key and the user E-mail address. Clicking the Log in

button navigates the user first to the End User Agreements page and then to the
User Profile page to set up security information.

First Time Log-in Key

BWNTGKV2ZUJG-AZGWIKSDFjyL4nROAG

john jones@cannabisfarms.com

Exhibit 2: The First-Time Log-in Page

First-Time Log-in Key
First Time log-in key:
This is a temporary First-Time Log-in Key and can only be used once.
e
The First-Time Log-in Link and First-Time Log-in Key will remain active for 24
hours. After 24 hours, use the Expired First-Time Log-in Link (see below). Ifyou

no longer have the Welcome to Metrc e-mail, contact Metrc Support
(877-566-6506) to request that the e-mail be resent.
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Expired First-Time Log-in Link
If the link above expires, click here to use the Password Reset form

Expired First-Time Log-in Link is used for the initial log-in when the First-Time
Log-in Link and Key expire after 24 hours.

Ongoing Log-in Link
https://ca.metrc.com/
Ongoing Log-in Link is the link used to access Metrc after the first-time login to

set-up the User Profile and Password. It is suggested that this link be added to
your Favorites for convenient access.
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2.3 EndUser Agreements

After the Log-in button has been selected on the first-time log-in page, the California and
Metrc User Agreements shown in Exhibit 3 display. The Account Manager or employee
will not be able to gain access to the Metrc system without agreeing to both the
agreements.

END USER AGREEMENTS

EACH USER MUST ATTEST to the “CONDITIONS OF USE AND PRIVACY POLICY FOR USE OF

THE CALIFORNIA CANNABIS TRACK-AND-TRACE SYSTEM™ AND MUST ACCEPT THE
“METRC SYSTEM — TERMS AND CONDITIONS™ PRIOR TO ACCESSING THE SYSTEM.

CALIFORMNIA USER AGREEMENT.

CONDITIONS QF USE AND PRIVACY POLICY FOR USE OF THE CALIFORMNIA CANNABIS TRACK-AND-
TRACE SYSTEM

NOTICES

The California Connabis Trade-and-Troce {CCTT) systemis for legal and ovthorized use only. Unowthorized oooess,
attempted oocess, or use of this systemis a violotion of Section 502 of the Caolifornio Penol Code and/or other applicoble
state ond federol lows, ond moy be subject to proseortion.

Each time youlog into owr secure services on the CCTT system, you ore admowledging that you have reod, understand and
oocept our Conditions of Use and Privacy Folicy, and that you are an owthorized user of the accownt services.

‘When oocessing the system, you agree to use only your ownusername and password.  Youw are responsible for protedting
P 4 & " fele " i : s

ol mi

Exhibit 3: California and Metrc User Agreements
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2.4 User Profile Creation

Once the terms and conditions of the End User Agreements have been accepted, the
Account Manager or employee is directed to the User Profile shown in Exhibit 4.

User Profile X e A
Contact Info Security Info
Full Name &-— Full Naema Username o Username
Username / E-mail O—A Usermnasme | E-mad Passucrs 6 Password
Phone Number 677 e Siren Centem Passucrs Lo Confirm Password
Account Rec
Security Question 0—— Securty Quassen
Security Answer o_ Sacurty Arost
[

Save Proflle  Undo Changes
Button Button

Exhibit 4: The User Profile Page

Complete the User Profile shown in Exhibit 4 by creating and confirming a password and
providing a security question and answer before selecting the Save Profile button.

After the initial login to Metrc, users can access their User Profile from the User menu at
any time to update contact information and update password security.

Full Name
Full Name  John Jones
This field is auto-populated during the account creation and credentialing process.

Username / E-mail
Username / E-mall

This field is auto-populated during the account creation and credentialing process.
The email address can be changed here, and the Username will be updated to the
same value.

Phone Number

Phone Number +1-123-456-7890

Use this field to enter or change the contact phone number here.

Industry User’'s Guide — CA Supplemental Rev 4.2



Username
Username john.jones@cannabisfarms.com
Username is set based on the email address provided during the account creation
and credentialing process and is synchronized with the E-mail address when the
E-mail address is updated on the User Profile.

Password

Password

Passwords can be created or changed here.
Passwords must contain, at least:

e One (1) upper case letter

e One (1) lower case letter

e One (1) number, and

e One (1) special character ($#! @&)

Confirm Password

Confirm Password

Confirm the password when creating it and changing it here.

Security Question

Security Question

Create a security question that can be used to log into Metrc in case of a forgotten
password.

Security Answer

Security Answer seenseee

[] View Security Answer

Provide the answer to the security question here. Select the View Security/Answer
checkbox to unhide and verify the answer before saving it.

Save Profile Button

Select this button to save all information entered into the User Profile during the
current session.
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Undo Changes Button

Undo Changes

Only select this button to clear all information entered into the User Profile during
the current session.
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2.5 EmployeeCredentialing

A licensee’s Account Manager creates accounts and grant permissions for employees
and owners to use Metrc. However, only employees requiring access to Metrc to do their
jobs should be given accounts. Each employee should only be granted the minimum
permissions required for his/her job. The Account Manager designated by the licensee is
responsible for training all employees granted access to Metrc on the proper and lawful
use of the system.

NOTE: The Account Manager isresponsible for the accuracy of all datarecorded inthe
California Cannabis Track-and-Trace (CCTT) by their Metrc system users.

The Account Manager must have the employee's full name and email address in order to
create user accounts. The account creation process generates a Welcome to Metrc email
for each new user. Using the links and information provided in the Welcome to Metrc
email, new employee users initiate the first-time log-in and follow the account creation
steps described in Sections 2.2 Account Manager Credentialing through 2.4 User Profile
Creation above.

When adding an employee, it will be necessary to add permissions for the function(s) that
the employee will use to perform tasks in the Metrc system. Employee permissions
include:

e Administration — Provides the capability to perform all administrative functions,
including ordering tags, setting up strains, rooms, and items, and adding employees (it
is recommended that the number of users granted administrative permissions be
limited).

e Plants — Provides the capability to create plantings, move plants, change growth
phase, log waste, and create harvests in Metrc.

e Packages - Provides the capability to create, adjust, and re-package packages into
smaller or larger quantities, as well as create packages of production batches.

e Transfers — Provides the capability to create, modify, void, and receive/reject
transfers.

e Transfer Hub — Provides the capability to view a manifest, edit transporter
information, and record actual departure, arrival, layover check-in, and layover
check-out dates/times.

e Sales — Provides the capability to input sales data or initiate sales uploads.

Additional notes:

e Be sure toenter avalid, unique email address so the employee receives the Welcome
to Metrc email. If the email address was previously entered in Metrc for an employee
of the same licensee or a different licensee, the employee will not receive the
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Welcome to Metrc emalil. Instead, the employee will receive an Access Granted to
Metrc Facility email which lets them know they have been granted access to the
license.

e The employee Welcome to Metrc email link expires in 24 hours.

e Ifa new employee fails to log-in within the 24 hours or does not receive the Welcome
to Metrc email, the Account Manager can edit the employee record and select the
Resend Welcome Email checkbox to resend the email containing the temporary log-in
information. If the Resend Welcome Email checkbox is unavailable, this indicates
that the employee previously logged into Metrc and set-up a password on their User
Profile. If the employee does not remember their password, instruct them to use the
password reset link on the Metrc login page.

e The permissions granted to each employee determine which menus are displayed in
the Metrc toolbar for that user and whether they can view or update the information.

e The home page selection is the first page an employee sees after successful login.
This is where the employee will typically begin his/her work.
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25.1 AddEmployee

Add Employees x
Employee # 1 m —@ Clear Button
) - — ——————| Permissions
First Name o— Fast Name || | Permissions  Packages Page &4 Cannabis Connection | A1 1-0000002-LIC
= a8 reg'm) [ View [[] Cannadis Creations | COPH-0000003
Last Name Last Name 3 =
N—_ney [J Man39€ 1 Cannabis Farms | CML17-0000001 iR
1 M acilities
Enable Online Access Checkbox (J)———————— & Enatie cnine access 1o mis Facasy ‘ CIMSRO0 0 s Mcrobusiness | AVZO00GHISO0 o
E-mail et TR — | Cannatis Processing | CAL17-0000005
" = r’ 9 [ Cannabis Sales | 10000000431
Phone Number hone Nurmber ) emplates [ Manage -
2N oty [ Manage ] Cannadis Science | 008-0000010-LIC
Home Page Drop-Down o* Home - Select Home ha | Financials Meny [} Cannabis Transport | M130000010-LIC
- . A [] Manage  Creckss  Creck none
Employment Checkbox o_Enwmem ) Owner at thus Faciity —
] Manager at tws Faciiey Reports Menu
) Employee A [ View
Admin Menu
Yoy Otdecs [] Manage
Tagn [C] Manage
[J Manage
] manage
] Manage
ndd o (D) [

Please note:

Al tow e (rariiod onrue Sccess via i “Enablo odne access I fius Facdly” chocbox above we

1econm N &Ml Wi PATLERONS 300 0 Tyoriei 10 109 Grocty ¥ito how et Proble

1 ordine sccwss bs grantod

Gitiee kogoed i e User wil need o Lgxdste Thes securty seegs The o-mad we cortan the User's Usertarme
ok expaaton datotme. and the Metre web) address

Cregle Employees ISR

Create Employees Cancel Button
Button

Exhibit 5: The Add Employee Page

First Name

First Mame: || | I

Enter the first name of the employee.

Last Name

Last Name I

Enter the last name of the employee.

Enable Online Access checkbox

M Crabke onine access 1o e acdily '

Use this checkbox to grant the employee online access for the current facility. This
checkbox will normally be checked for all employees.
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Email
E-mail

This is the email address where the Welcome to Metrc email containing log-in
credentials will be received. It will also be used as the employee Username.

Phone Number
Phone Number

Enter the phone number of the employee.

Home
Home = - Select Home - v

Select the Home page that should be displayed for the employee upon login based
on job duties. This is where the employee will typically begin his/her work. It does
not affect an employee's ability to navigate from page to page.

Employment
Employment [] Owner at this Facility
[] Manager at this Facility
] Employee

Identify the role at the facility (owner, manager, or employee). Permissions are not
set by this option (see below).

Permissions
Permissions
The Account Manager grants permissions to each employee (including owners
and managers) based on job duties. These permissions can be edited by the
Account Manager as needed.

Select each checkbox to grant access to Metrc pages and menus. These vary
according to facility type. For example, Retailers have sales permissions that
Cultivators do not have. Examples include:

Plants page

Packages page

Transfers page

Transfers Hub page

Reports menu

Sales menu

Administration menu
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Facilities

] Cannabis Connection | A11-0000002-LIC
(] Cannabis Creations | CDPH-D000003
[] Cannabis Farms | CML17-0000001

The Account Manager can use Facilities to grant each employee access to one or
more facilities at once instead of entering that personinto each individual facility’s
license number. The Account Manager can change access at any time.

Add Button

Select this button to add multiple employees at once.

Create Employees Button

Select this button to save the work and add the employee to the facility.

Cancel Button

Cancel

Only select this button to exit the page, without saving.

Clear Button

‘(c J

Only select this button to clear all information that is currently entered into the
page.
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2.5.2 EditEmployee

Edit Employees X
Employee # 1 —@ Clear Button
Permissions
Employee of Employee  John Jones v Permissions  Packages Page
Username / Gnds {req'd ¥ View
Employee Lic. Number Empioyee Lic.  John Jones@CanCon.Com ventory ¥l Manage
Number ~. 1\ ¥ Manage
Enable Online Access Checkbox e— V1 Enable online access 1o this Faciiity Transfers Menu
E-mail o & Extermnal ¥ Manage
e o E-mall  John Jones@CanCon.Com mplat | Manage
Resend Welcome E-mall o— 1 Resend Weicome E-mail VI Manage
~ Financials Menu
Home Page Drop-Dos ‘)7 ] e
ome Page Drop-Down Home b | A &1 Manage
Employment Checkbax o Employment [] Owner at this Facility Reports Menu
¥ Manager at this Facility A ¥ View
[C] Employee Admin Menu
) Org ¥ Manage
¥ Manage
& Manage
¥ Manage
¥ Manage

Plus Button o* .
 Sumtus

o

Save Employees Cancel Button
Button

Exhibit 6: The Edit Employee Page

Employee
Employee  Jjohn Jones :’J
Select the employee name (<First Name> <Last Name>) to be edited from the
drop-down list.

Employee Lic. Number/Username

Empioyee Lic.  John Jones@CanCon.Com
Number

The Employee License Number field contains the Username of the employee. The
Username is initially set based on the E-mail address entered on the Add Employee page,
but going forward it can only be updated by the employee on their User Profile. This field
is read-only.

Enable Online Access checkbox

M Crable online access 1o e M aciily |

Use this checkbox to grant the employee online access for the current facility. This
checkbox will normally be checked for all employees.
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Email

E-mail  John Jones@CanCon.Com

This is the email address and Username of the employee. While the initial
Username / E-mail value is set when the employee is added to Metrc, going
forward it can only be updated by the employee on their User Profile. This field is
read-only.

E Resend Welcome E-mail
[_| Resend Weicome E-mail
This checkbox only displays when an employee has never set-up their User

Profile. When checked and the Save Employees button is selected, the
Welcome to Metrc email is resent to provide the employee with new first-time login

information.
E Home
Home = - Select Home - v

Select the Home page that should be displayed for the employee upon login based
on job duties. This is where the employee will typically begin his/her work. It does
not affect an employee's ability to navigate from page to page.

Employment
Employment [] Owner at this Facility
] Manager at this Facility
[] Employee

Identify the role at the facility (owner, manager, or employee). Permissions are not
set by this option (see below).

Permissions
Permissions
The Account Manager grants permissions to each employee (including owners
and managers) based on job duties. These permissions can be edited by the
Account Manager as needed.

Select each checkbox to grant access to Metrc pages and menus. These vary
according to facility type. For example, Retailers have sales permissions that
Cultivators do not have. Examples include:

¢ Plants page

o Packages page
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Transfers page
Transfers Hub page
Reports menu

Sales menu
Administration menu

Add Button

e

Select this button to add multiple employees at once.

Save Employee Button
Select this button to save the work and add the employee to the facility.

Cancel Button
Cancel ”

Only select this button to exit the page, without saving.

Clear Button

Only select this button to clear all information that is currently entered into the
page.
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2.6 Adding Strains and Items

Each facility will add strains and items which will be used to enter beginning inventory or
transfer inventory. Strains should be entered firstas some items will need to use the strain
names created from this step. ltems created for the facility will correspond to the products
the facility produces.

2.6.1 Adding Strains

THC aad CEO Cortemt

(3]
Strain # 1 u

Add Strains

Ad3 Noe e o “

I"emme cxpent [1C prmmeey 22 2 iyt srtanm of S el

m —
P——
Create Syramm tion u

Cancel Batien

Exhibit 7: The Add Strains Page

Strain Name

MName | AK4T
Enter the strain name of all strains currently grown in each facility (required field).

Testing Status

Testing Status - Select - v

Select whether or not this strain has been tested, and if so was it done in-house or
by a third party (optional field). This field does not have any effect on State testing
requirements.

Industry User’'s Guide — CA Supplemental Rev 4.2



19

o THC and CBD Content

THC'

CBD

Enter the THC and CBD content (optional field).

Indicavs. Sativa

NG |« mom——
3 2550 75 100

Sslive o : i U
i 25 80 1B 1

Indicate the level of Sativa vs. Indica for each plant.

Add More Items

Select this button to add multiple strains from this page at one time.

Create Strains Button
st

Select this button to save entered data and create strains.

Cancel Button

Cancel ‘

Select this button to exit the page without saving any changes.
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2.6.2 Adding ltems

ltems are used to track the licensee’s inventory through the supply chain life cycle. The
Item Names are used to identify what type of item is packed into a package. Aninventory
listofa licensee’s current plants or packaged product is a good starting point to create the
items in Metrc.

When adding items into Metrc using the page shown in Exhibit 8, keep in mind that:

1.

7.

When creating packages, the term Items identifies what type of item is in a Metrc
package.

2. Items in Metrc allow each industry facility to have their own item names.
3.

An item name cannot be just simply a category name. It must be specific to the
item in that package or production batch.

Unlike Employees, Strains and Rooms, tems cannot be created for multiple
facilities at one time.

See Section 3.2 below for information on switching between facilities.

Each facility creates its own items that are unique with item name, category and
strain. A facility cannot create duplicate item names.

Each item requires a category selection and these categories are determined by
the State of California.

8. The purpose of the categories is for grouping similar items for reporting purposes.
9.

The item name will identify what is in the package and the category the item
belongs in.

10.The facility that packages an item will assign the item name to the package. The

package will retain that item name unless it is re-packaged.

11.When creating a package, the item name will be chosen from the list of items

previously created.

California has defined the item categories to be used by the industry.
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2.6.2.1 Add ltems

Add hem's Name Uit of Measure

Add Items “ |
item # 1 =3
Name Undt of Measure Select -
coery G+ gy - s
Add More tems o ﬁ

Croate ltems button Cancel button

Exhibit 8: The Add Items Page

Add Item's Name

Mame

Enter the item's name to identify what type of item is packed into a package. Items
mustbe uniquely named, evenif they are indifferent categories. For items that are
in a Category requiring a strain designation, create a unique item name for each
strain (i.e., Bud’s Blue Dream, etc.).

Category
Category - Select - E
Use the drop-down to select a Category for each item. Categories are defined by

the State of California and are shown in Exhibit 9 with the associated tracking
requirements.
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Category

Capsule

Edible (volume - each)
Edible (volume)

Edible (weight — each)
Edible (weight)

Extract (volume - each)
Extract (volume)
Extract (weight - each)
Extract (weight)

Flower

Fresh Cannabis Plant
Immature Plant
Infused Butter/Qil
Infused Butter/Qil (each)
Kief

Leaf

Other Concentrate
(volume — each)
Other Concentrate
(volume)

Other Concentrate
(weight - each)
Other Concentrate
(weight)

Pre-Roll Flower

Pre-Roll Infused
Pre-Roll Leaf

Seeds (each)

Seeds

Tincture

Tincture (each)
Topical (volume- each)
Topical (volume)
Topical (weight - each)
Topical (weight)

Vape Cartridge

Waste

Quantity Type

Count Based
Count Based
Volume Based
Count Based
Weight Based
Count Based
Volume Based
Count Based
Weight Based
Weight Based
Weight Based
Count Based
Volume Based
Count Based
Weight Based
Weight Based

Count Based
Volume Based
Count Based
Weight Based

Count Based
Count Based
Count Based
Count Based
Weight Based
Volume Based
Count Based
Count Based
Volume Based
Count Based
Weight Based
Count Based

Weight Based

Strain
Required

NO
NO
NO
NO
NO
NO
NO
NO
NO
YES
YES
YES
NO
NO
YES
YES
NO

NO
NO
NO

YES
NO
YES
NO
NO
NO
NO
NO
NO
NO
NO
NO
NO

Unit
Volume
Required
NO

YES
NO
NO
NO
YES
NO
NO
NO
NO
NO
NO
NO
YES
NO
NO
YES

NO
NO
NO

NO
NO
NO
NO
NO
NO
YES
YES
NO
NO
NO
YES
NO

Exhibit 9: State of California Item Categories
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Unit
Weight
Required
YES

NO
NO
YES
NO
NO
NO
YES
NO
NO
NO
NO
NO
NO
NO
NO
NO

NO
YES
NO

YES
YES
YES
NO
NO
NO
NO
NO
NO
YES
NO
NO
YES
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Unit of Measure

Unit of Measure = - Select - E

Use the drop-down to select the unit of measure. Depending on the Quantity
Type defined for the Category selected, the available drop-down values may vary,
as shownin Exhibit10. Depending onthe Category selected, Unit Weight or Unit
Volume may also be required. See Dynamic Fields below.

Weight Volume Count
Grams Fluid Ounces Each
Kilograms Gallons
Milligrams Liters
Ounces Milliliters
Pounds Pints

Quarts

Exhibit 10: Units of Measure

Add More Items

Select this button to add multiple items from this page at one time.

Create Items Button

Select this button to create items, save the work and exit.
H Cancel Button

“ Cancel |

Select this button to exit the page without saving any changes.
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Dynamic Fields (shown based on prior data entry):

Strain

Strain - Select - v|

This field displays when the Category requires a strain designation.

Unit Weight

Unit Weight | > Selecl (V|
Use this drop-down to enter a unit weight (based on Category).

Unit Volume

Unit Volume | ex. 100.23 - Select - v|

Use this drop-down to enter a unit volume (based on Category).
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3 Metrc Basics

3.1 Navigatingin Metrc

Navigating in Metrc is similar to navigating in a traditional website. Metrc uses toolbars
and drop-down menus for navigation that can be accessed using a mouse to navigate
and perform functional tasks. As shown in Exhibit 11, the primary Metrc navigation bar
runs along the top of the window.

Wmetrc

Exhibit 11: Metrc’s Primary Navigation Bar

The navigation bar has menus for each functional area of the application. A particular
menu displays only if the user has the permission to access at least one of the options on
that menu.

when the IEl down arrow to the right of a menu is selected, a drop-down menu of
options is displayed as demonstrated in Exhibit 12 for the Transfers menu. The options
that display are based on user permissions.

Transfers | ~ :

Licensed

Templates

Exhibit 12: Transfers Menu Options (Based on User Permissions)

For menus without the Il down arrow and those delineated with a II clicking directly
on the menu name navigates the user to the default page for that functional area. The
default pages are outlined in Exhibit 13 below.

Menu Default Page

Plants Plants
Packages  Packages
Transfers First available option in menu drop-down list

Sales Sales Receipts
Reports Reports Control Panel
User User Profile

Exhibit 13: Default Pages for Navigation Bar Menus

Industry User’'s Guide — CA Supplemental Rev 4.2



26

3.1.1 LicensesandPermissions

The options available in the top navigation bar are based on employee permissions and

the facility type (as shown in Exhibit 14). Not all facility types are represented in this
table.

R 5 Manufacturer
cutvator C“"“’“g‘\y Distributor T,:‘;‘p?:‘t’gw Manufxcturer  Packaginz/labeing  Retsler

Testing
Lzboratory

o?eoeﬁa?o

Microbusiness

Exhibit 14: Navigation Bar Options Based on Facility Type

Cultivator
Cultivator

Cultivators have permissions for Plants, Packages, Transfers, Admin, and
Reports.

The Account Manager has all designated permissions. Only the Account Manager
has access to the Friendly Name function permitting abbreviation of the business
name in the licensing system to make the name shorter and friendlier.

Employees can have any or all of the designated permissions at the discretion of
the Account Manager.

Cultivator-Processor Only
Cultivator

Processor Only

Cultivators - Processor Only have permissions for Packages, Transfers, Admin,
and Reports.

The Account Manager has all designated permissions. Only the Account Manager
has access to the Friendly Name function.

Employees can have any or all of the designated permissions at the discretion of
the Account Manager.
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B Distributor

Distributor
Distributors have permissions for Packages, Transfers, Transfers Hub, Admin,

and Reports.
The Account Manager has all designated permissions. Only the Account Manager

has access to the Friendly Name function.
Employees can have any or all of the designated permissions at the discretion of

the Account Manager.

Distributor — Transport Only

Distributor Transport

Only
Distributors — Transport Only has permissions for Transfers Hub, Admin, and

Reports.
The Account Manager has all designated permissions. Only the Account Manager

has access to the Friendly Name function.
Employees can have any or all of the designated permissions at the discretion of

the Account Manager.

Manufacturer

Manufacturer
Manufacturers have permissions for Packages, Packages — Remediation,

Transfers, Admin, and Reports.
The Account Manager has all designated permissions. Only the Account Manager

has access to the Friendly Name function.
Employees can have any or all of the designated permissions at the discretion of

the Account Manager.

Manufacturer - Packaging/Labeling Only
Manufacturer

Packaging/Labeling

Only
Manufacturers - Packaging/Labeling Only have permissions for Packages,
Packages — Remediation, Transfers, Admin, and Reports.
The Account Manager has all designated permissions. Only the Account Manager

has access to the Friendly Name function.
Employees can have any or all of the designated permissions at the discretion of

the Account Manager.
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Retailer

Retailer
Retailers have permissions for Packages, Transfers, Sales, Admin, and Reports.
The Account Manager has all designated permissions. Only the Account Manager
has access to the Friendly Name function.
Employees can have any or all of the designated permissions at the discretion of
the Account Manager.

Testing Laboratory

Testing

Laboratory
Testing Laboratories have permissions for Packages, Packages — Test Product,
Transfers, Transfers Hub, Admin, and Reports.
The Account Manager has all designated permissions. Only the Account Manager
has access to the Friendly Name function.
Employees can have any or all of the designated permissions at the discretion of
the Account Manager.

Microbusiness

Microbusiness
Microbusinesses have permissions for Plants, Packages, Packages —
Remediation, Transfers, Transfers Hub, Sales, Admin, and Reports.
The Account Manager has all designated permissions. Only the Account Manager
has access to the Friendly Name function.
Employees can have any or all of the designated permissions at the discretion of
the Account Manager.
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3.2 Switching Facilities

If you are an Account Manager or an employee for multiple licenses, you will have more
than one license to choose from. In the upper right-hand corner, use the drop-down
arrow to select a facility from a list of facilities, as shown in Exhibit 15.

e Foremployees of a single facility, only that facility is shown.
e Foremployees of multiple facilities, first select a facility from the list.

Gurent Fachty ° Cannabis Connection Distributor | A11-0000002 ~ & oi*" Down Aczow

Cannabis Connection Distributor A11.0000002

Cannabis Science Testing Laboratory 008-0000010

3 Freedom Farms Cultivation CML17-0000001
Ceher Avatlable Faciities °
Harvest Moon Manufacturer CDPH-0000003
Sausalito Solutions Retailer M10-0000004
pa—_

Exhibit 15: Facility License Number and Name

Current Facility

Cannabis Connection Distrbutor | A11-0000002

Displays the current facility that the user is working in.

Drill-down Arrow

Use this arrow to switch to another facility the user has access to.

Other Available Facilities

Cannabis Connecton Ostnbutor

AT1-0000MZ

Cannabis Science Tasting Laboratory  £C8 0200010
Freedom Farms Cultivation o0
Harvest Moon Manutacturer
53usalno Solutions Retaller

Lists the other facilities the user has access to in order to switch from one to
another.
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3.3 Common Elements

Commonly used elements in Metrc are illustrated in Exhibit 16 and described below.

Add/Subtract Current Date Calendar
Buttons Clear Button Cancel Button Button Tool

6 o o000

Auto Fill Form o __n - = B Cancel today
] o]
Package Icons ° FRe0A ‘-

Page View °— fCeata 1 ofl  » 20 v rowsperpage \jewing 1-10 (18 total) |

Positive Indicator

Negative Indicator

Viewing Indicator

Rows Per Page

ColumnSettingseﬁ $ + ¢ ||| % >l B4 Q EI G | @Prnt | =~ |

Sort Sort Columns Fiter Expand/ . Drop- Refresh  Print Adjust

i ; Coll Select List Button Button Settings

Ascending Descending ollapse Down g
Detail Arrow

Exhibit 16: Common Metrc Elements
n Auto Fill Form

This button is used on form templates to populate a specified value in the same
field on multiple entry forms.

Add/Subtract Buttons

and i buttons are used to add/remove additional entry forms

The

when adding/updating information in Metrc. The - and - buttons

and the and a buttons are used to add/remove additional content to an

entry form.
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Clear button

This button is used to clear all information that is currently entered into the fields
on the page, prior to completing the transaction.

Cancel Button

Cancel

This button cancels the operation prior to saving information in a field.

Current Date Button

today

Press this button to populate the field with the current date.

Calendar Tool

This button launches the Calendar Tool to allow the user to select a date to
populate in the field.

Package Icons
ARe0A

These icons provide an at-a-glance view of the contents of a package or packages
in a transfer.

a Plant Package
]
®® Product Package (e.g. flower or brownies)

¢

Lab Sample Package

Remediated Product Package

Package flagged as Product Requires Remediation - this feature is not used in
California
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Positive Indicator

Text highlighted in green emphasizes a positive situation. For example, a

package that has been transferred successfully displays a Status of ,
indicating the situation is positive and likely requires no further action.

Negative Indicator

Text highlighted in red emphasizes a negative situation. For example, a package

that has been placed on hold displays a in the Administrative Hold column,
bringing attention to a negative situation that potentially requires attention.

Page View

‘023 » L2

This function shows the number of pages this area has available. It is used in
conjunction with the Rows per Page.

Viewing Indicator
Viewing 1 - 10 (18 total)

This indicator shows the number of items being viewed with the total number of
items meeting the filter criteria indicated in parentheses.

Rows per Page

20 = | rows per page

This bar shows the number of rows that can be viewed per page: 5, 10, 20, 50, or
100. The number of rows per page defaults to 20, but this value can be changed
by using the drop-down arrow to select a different setting.
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Column Settings

Pressing this button displays the Column Settings menu to change the sort of the
data, the columns viewed on the grid, or filter the data displayed.

Sort Ascending
T

This arrow indicates that the data is displayed in ascending order (A to Z) by the
data contained in the column.

Sort Descending
4

This arrow indicates that the data is displayed in descending order (Z to A) by the
data contained in the column.

Columns

Selecting this option from the Column Settings menu allows for the customization
of the columns displayed by checking and unchecking the available columns.

Filter
g

Selecting this option from the Column Settings menu accesses the filter feature.
See Section 3.5 for more details on search functions.
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Expand/Collapse Detail Arrow
3 |
Pressthe *» expand button to display additional detail related to a row.
Pressthe “ collapse button to hide the additional detail related to a row.

Select List
Q

Press this button to display a Select List of items to choose from to populate the
field. Generally used when there are a large number of items to choose from.

Drop-Down Arrow

M

Select the drop-down arrow to displaya listofitems to choose from to populate the
field. Generally used when there are a small number of items to choose from.

Refresh Button
O

Press this button to refresh the data on a page.

e Print Button

ev
| W

Press this button to print the filtered information.

@Adjust Settings

—
Press this button to reset the grid settings to the default state when the column
display has been modified (see Section 3.5.2 below).
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3.4 Notifications

The Metrc application utilizes two methods of automated communication to relay
important information to licensees.

The first method is to display a banner across the top of the page upon logging into the
Metrc and selecting a specific license from the facility drop-down. Exhibit 17 shows an
example ofa banner that displays when a package is placed onadministrative hold by the
State of California.

There is currently one Package on Administrative Hold.

Exhibit 17: Notification Banner

The second method is to display anenvelope icon in the top navigation panel. As shown
in Exhibit 18, the envelope contains notifications such as transfer rejections and transfer
package adjustments which may require action on the part of the licensee.

Transfers

Rejected -

Package Adjusted - 0000011005

- 1A4FF0300000024000000051

Exhibit 18: Notification Envelope
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3.5 Using Search Functions

Search functions allow the industry user to search their inventory based on various
criteria. Metrc provides the ability to search in multiple ways with many variables and
minimal data. The following instructions demonstrate several examples of how to use the
search features.

3.5.1 Sorting

The sort of the data can be changed by clicking a column heading. The up arrow
indicates an ascending sort (A to 2).

Tag t

Exhibit 19: Ascending Sort

Clicking the column again changes the sort to descending. The down arrow indicates a
descending sort (Z to A).

Tag ¢

Exhibit 20: Descending Sort

By selecting the Column Settings button * the sort order of the data can also be
modified to ascending or descending by selecting the required sort from the menu.

Tag

t Sort Ascending
|+ Sort Descending
lll Columns >

Y Filter >

Exhibit 21: The Column Settings Menu
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3.5.2 Column Display

Selecting the Columns lll Columns * option from the Column Settings menu
allows for the customization of the columns displayed by checking and unchecking the
available columns.

¢ Teg

v Harvest

# ltam

» Category

» Quantity
UaM

»PB

+P.B, No

< Lab Testing

v AH

v Date
Packaged By

w MCY

Received From
Exhibit 22: The Column Display List

Changes to the Column Settings persist between page reloads and from one browsing
session to another, however, they do not persist across different browsers.

The default display can be restored by selecting the Reset Settings option from the Adjust
Settings drop-down displayed above the data table as described previously in Section 3.3
above.

3.5.3 Filter Feature

Y Filter >
Selecting the Filter option from the Column Settings menu
accesses the filter feature. The filter feature allows for searching within each of the

individual columns by the criteria specified.
The filter feature shown in Exhibit 23 below allows searching within each of the individual

columns. Once information has been entered into the fields, select the Filter button to
start the query. See the Metrc Manual/User Guide for more information.
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3.53.1 Searching for Items

Filter by:

First Search Parameter o— Contalns v
First Search Value 0—

Multiple Filter Addition 0— And v

Second Search Parameter o—— Contains v

Second Search Value o—

Filter Button G—W Clear _o Clear Button

Exhibit 23: Searching for Items

The filter feature shown in Exhibit 23 allows searching within each of the individual
columns. Once information has been entered into the fields, select the Filter button to
start the query. See the Metrc Manual/User Guide for more information.

First Search Parameter
Contains v
Use this filter box to filter searches for all items except quantities columns. Search

parameters include:
Contains, Does not Contain, Starts with, Ends with, Equal to, and Not Equal to.

First Search Value

Use this field to enter search information (such as the last few digits of a package
tag).
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Multiple Filter Addition
And v

Use this filter box to allow an additional filter to be added to the first. Search
parameters include:
And or Or.

Second Search Parameter

Contains v

Use this filter box to filter searches by two selections for all items except quantities
columns. Search parameters include:
Contains, Does not Contain, Starts with, Ends with, Equal to, and Not Equal to.

Second Search Value

Use this field to enter search information (such as the last few digits of a package
tag).

Filter Button

S

Select this button to search or filter for matching records.

Clear Button

Clear

Select this button to clear all previous filter information.
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3.5.3.2 Searching for Quantities

Filter by:

First Search Parameter c— Equal to v
First Search Value 0—— A
v

Multiple Filter Addition o— And v
Second Search Parameter 0— Equal to v
Second Search Value 0——~ A
v

Filter Button O—m Clear —o Clear Button

Exhibit 24: Searching for Quantities

First Search Parameter
Equal to v

Use this filter box to filter quantities columns. Search parameters include:
Equal to, Not Equal to, Greater than or Equal to, Greater than, Less than or Equal
to, Less than.

First Search Value

A
v

Use this field to enter search information (such as the quantity in a package).

o Multiple Filter Addition
And v

Use this filter box to add an additional filter to the first. Search parameters include:
And or Or.
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Second Search Parameter
Equal to v

Use this filter box to filter searches by two selections for all items except quantities

columns. Search parameters include:
Equal to, Not Equal to, Greater than or Equal to, Greater than, Less than or Equal

to, Less than.

Second Search Value

&
v

Use this field to enter search information (such as the quantity in a package).

Filter Button

S

Select this button to search or filter for matching records.

Clear Button

Clear

Select this button to clear all previous filter information.
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3.5.3.3 Search Examples

One Search Parameter

Search options allow searching by:
Is equal to, is not equal to, starts with, contains, does not contain, and ends with.

Package Tag — Search using is equal to if you know the exact package tag.
Package Tag — Search using starts with if you know the first 3 digits of the package tag
number.

Package Tag — Search using ends with or contains if you know the last 3 digits of the
package tag number.

Multiple Search Parameters (And / Or Searches)

Multiple search options allow and/or searches using single or multiple values.

Package Tag — If you know the first 3 digits of a package tag number and the last 2
digits of that package tag, enter the first 3 digits of a package tag humber into the first
parameter and the last 2 digits into the second parameter using and.

To see all the transfers in a particular month, enter the month in the first parameter
and the year in the Multiple Filter Addition using and.

Multiple Search Parameters (Other than And / Or Searches)

You can search by two (2) parameters. Search options allow searching by:
Is equal to, is not equal to, starts with, contains, does not contain, and ends with.

Package Tag — Search using starts with, and is equal to if you know the first three (3)
digits and the last three (3) digits of the package tag.

Transfer Date — Search using is equal to if you know the date the transfers were
initiated.
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3.6 Templates

Metrc includes template functionality that is enabled when the user indicates that more
than one item is to be created with a single action. Templates allow the user to record
information more efficiently when creating multiple items simultaneously, such as Harvest
Batches or Packages. Examples of templates available when creating multiple Harvests
and Packages are outlined below.

3.6.1 Harvesting Multiple Plants Template

The example shown in Exhibit 25 demonstrates that when Plant #2 is added to the
Harvest Flowering Plants form, the Template is activated. The values entered in the

Template are propagated to both Plant#1 and Plant #2 when the Apply button s

selected for a particular field. The Plantand Weightare notincluded in the Template and
must be entered individually into the form for Plant#1 and Plant#2. Although the
Harvest Name entered in the Template was applied to both plants, different Harvest
Names could have been entered individually for each plant as well.

Apply
Button
Harvest Flowering Plants X
Template Unit of Measure  Grams hal
Harvest Name GSC-06.05.2018-H v Drying Room Drying Room A Q v
HarvestDate & 06/05/2018 today (S
Plant # 1 =
Plant = 1A4FF0000000022000000515 Q Weight y Grams v
Harvest Name GSC-06.05.2018-H Drying Room = Drying Room A Q
Harvest Date & 06/05/2018 today
Plant # 2 =
Plant = 1A4FF0000000022000000516 Q Weight & 23 Grams v/
Harvest Name GSC-06.05.2018-H Drying Room  Drying Room A Q

Harvest Date @& 06/05/2018 today

Cancel

Exhibit 25: Multiple Harvests Template
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3.6.2 Creating Multiple Packages Template

The example shown in Exhibit 26 demonstrates that when New Package #2 is added to
the New Packages form, the Template is activated. The values entered in the Template
are propagated to both New Package #1 and New Package #2 when the Apply button

¥l is selected for a particular field. The Quantity of the new packages is not included
in the Template and must be entered individually into the form for New Package #1 and
New Package #2.

Apply
Button
New Packages X
Template ‘
Tag Sequence 1A4FF0O1000000 220000000 Q ‘ v Quantity v Select Vv L
" Mini-template: Add Content Packages
Item Q \ | v ! ge '
— Package .. .ccn1000000 a |
Unit of Measure  Grams v H 2 Shiiagtn gl st ‘__1
o Quantity 1 >rams v
Package Date & 2 today v
Production Batch e
New Package # 1 s
NewTag 1A4FF0100000022000000086 & Q Package#1 ' 1asrFo100000022000000070 @ o [l
ltem | Blue Dream Flower Q Quantity | 10 Grams v
Pack - new total will be 5,114.5
Quantity Grams b )| 1702 = pem izt W e 3 -
— w (contents)
Package Date @ 06/05/2018 today
[[] Production Batch
New Package # 2 i
NewTag  1A4FF0100000022000000087 & Q Package #1 ' 1a4rF0100000022000000070 | a ([l
Iltem Biue Dream Flower Q Quantity 10 Grams ﬂ
Pack: - new total will be 5,114.5
Quantity X Grams V| | _— i 2
w (contents)
Package Date @ 06/05/2018 today
[T] Production Batch
Cancel
S—

Exhibit 26: Creating Multiple Packages Template

This Template includes several advanced features:

e The Tag Sequence field can be used to select the Package Tag UID to assignto New
Package #1 and to assign the next available Tag(s) to the remaining New Packages.
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e The Mini-template can be used to indicate a content Package Tag UID(s) used to
create multiple packages. If the same quantity was used from the source package to
create each of the new packages, the Quantity field in the Mini-template can be used
in conjunction with the Package field. Once the Package and, optionally, the
Quantity are selected, clicking the plus button £ next to the Package field will add
the Package and Quantity as a source package for each new package. This process
can be repeated for multiple source packages if applicable.

e When at least one content package is added to one of the new packages, the Quantity
field dynamically displays above the Mini-template. The Quantity field can be used to
apply the same Quantity to each source package(s) being used to create the multiple
packages.
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4  Tags
. I'APlant Tag is applied |
i APlant Tagis I to individual plants
- applied to an | when the growth

' Immature Lot when |
! planting is created
I (up to 100 plants in
1a lot).

| stage is changed from '
Immature to :
- Flowering or when |
. immature plants are |
! moved to mature |

Cultivating

i A harvest batch is

i created and given a

- unique Harvest

i Package Tags are
| applied to products !

| prior to transfer. : Name when plants l
| See below. 'or plant material |
1 I'are harvested. i

Selling Transferring Infusing

Packaged
Inventory

Packaged

Purchase
Inventory

Exhibit 27: Metrc Life Cycle - Cultivation to Sale

Exhibit 27 shows the Metrc life cycle from cultivation to sale. The Metrc software system is
based on this process.

Industry User’'s Guide — CA Supplemental Rev 4.2



47

4.1 TagOrders

There are two different types of tags, plant tags and package tags. Tags are used to track
plants and packages through the cultivation to sale life cycle. The license type determines
which tags can be ordered. Only Cultivators and Microbusinesses can order plant tags.

Additional notes about tag ordering:

e Tags are ordered from the Metrc Admin function.

e There is no direct charge to the licensee for the tag order.

e The number of tags ordered cannot exceed the limits imposed by the State.

e Onlyphysical addresses can be used to ship tag orders (P.O. boxes cannot be used).
e Tags will be sent by United Parcel Service (UPS) ground shipping.

Industry User’'s Guide — CA Supplemental Rev 4.2



48

4.1.1 New Tag Order

The Account Manager, or any user with sufficient permission, can access the New Tag
Order page by selecting the Tag Orders option from the Admin menuin the top navigation
bar.

New Tag Order
Orcler Dotails
Faclty License 7 o 1 °P.m Tag Amoumt
Fackly Liconss Cansate £ Pare )
Priyssds Adoress 101 Cowty e » . 1 °Pa(-.nc Tag Amourt
Physicai Address o v )
Shippng Addess mes o Shipping Details
ortac -'ame° A Mane '
"ore
——
-
Faclly tumon ° @ ASers
Asxdwas Cret
’
v
Q-
F'A-.-:T)O\rhr:.'ne m o | 01’"““’___"

Exhibit 28: New Tag Order

Ordering plant and package tags using New Tag Order shown in Exhibit 28 is a simple
process; however, it is very important to pay close attention when placing an order.

NOTE: Metrc tags are custom printed for each facility and cannot be cancelled once they

have been ordered. Be sure orders are placed for the correct facility, amount, and
type of tags required.
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Facility License Name and Number

Facility License Cannabis Farms
CML17-0000001

This field is auto-populated showing the facility that is currently ordering tags.

Physical Address

Physical Address 1701 Country Lane
Lot 200
Visalia, CA 92870

This field is auto-populated with the facility address on file with the State of
California.

Plant Tag Amount/Maximum

Plant

Enter the number of plant tags being ordered. The maximum amount that can be
ordered, based on license type and current tag inventory, is also shown. Only
Cultivators and Microbusinesses can order plant tags.

Package Tag Amount/Maximum

Package

Enter the number of package tags being ordered. The maximum amount that can
be ordered, based on license type and current tag inventory, is also shown.

Contact Name

Contact Name Fred Farmer

This field is auto-populated with the name of the Metrc user who is ordering the
tags.

Phone Number
Fhone Mo. 209-454-9200

This field is auto-populated with the phone number of the facility on file with the
State of California.
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Facility Button
Copy from Facility w

Select this button to auto-populate the shipping address from the physical facility
address on file with the State of California.

Shipping Address
Ship Address * 1701 Country Lane

Address Cont. Lot 200
City | \Visalia

State + Zip CA v
92870

* Tags cannot be shipped to

)
A

Use these fields to enter a different address from the physical address noted in the
Order Details (this field is auto-populated when the Facility button above is
selected).

Boxes

Notes Area
Please note:

You MUST place separate Tag Orders for each Facility. Plant and Package Tags are programmed for each of your Facilities individually
and are placed within your Meirc account automatically once received

Make sure that you are in the correct Facility within Metrc when you place the order
Tag Orders are not transferrable between Facilities.

All Tag Orders are final, so we recommend that you place your orders carefully.

This field provides important information regarding tag orders for all facilities.
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Place Order Button
Place Order

Select this button to place the tag order for a specific facility.

Cancel Button

Cancel |

Select this button to exit the page without saving any data.
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4.2 Receiving Tagsinto Metrc

A facility will not automatically receive the tag IDs into its system immediately after placing
an order. Once the ordered tags are physically shipped, the tag ID numbers will then
become available in Metrc. When the tag’s ID numbers are available, a user can see the
Receive button visible in the tag order page. This is a security feature to prevent the tags
from becoming diverted or used by anyone other than the licensee who ordered the tags.
When the tags are received, select the Receive button to receive them. The Receive
function will populate ID numbers into that facility's Metrc account.

NOTE: Do not receive the tags in Metrc until they are physically received.

Currant

Exhibit 29: The Receive Button on the Tag Order Page

Receive Button

Select this button to populate tag ID numbers into the Metrc account for that
facility. Once the tags have beenshipped, the Receive button will be visible on the
right side of the page that corresponds to the order number. Selecting the Receive
displays a confirmation prompt, as shown in Exhibit 30.

Message from webpage

Are you sure you wish to receive Tag Order #
¥ Demo-CA-2017-345-0203?

OK l ‘ Cancel

Exhibit 30: Receive Tag Order Confirmation Message
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4.3 Monitor Tag Inventory

The Account Manager, or any user with sufficient permission, can monitor the tag
inventory on the Tags page accessed from the Admin menu in the top navigation bar.

Tags in the facility inventory are categorized as Available, Used and Voided.
4.3.1 AvailableTags
Available Tags such as those shown in Exhibit 31 are those that are assigned to the

facility but have not yet been associated to an immature plant lot, flowering plant or
package.

Exhibit 31: The Available Tags Page

Tag

Tag

The unique identification number (UID) printed on the physical tag.

Type
Type

This is an indicator of the type of product to be tagged. The tag Types are Plant
and Package.
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Status
Status i
The status for tags on the Available tab should be listed as either Commissioned

or Received. Commissioned means the tags have been generated and associated
to the facility by Metrc but have not been Received by the facility.

Commissioned
Commissioned H

Contains the date/time the tags were generated and associated to the facility by
Metrc.

Void Button
Void
Select this button to record lost or damaged tags that have never been associated

to a plant or package. When this button is selected, a prompt such as the one
shown in Exhibit 32 displays for the user to confirm the action.

Are you sure you wish to void Tag "1A4FF0000000022000000056"7?

OK ] [ Cancel

Exhibit 32: Tag Void Confirmation Message
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4.3.2 Used Tags

Used Tags are those that are assigned to the facility and have been associated with an
immature plant lot, flowering plant or package, as shown in Exhibit 33.

[~
o
<
[~
[

Exhibit 33: The Used Tags Page

Tag
Tag :

The unique identification number (UID) printed on the physical tag.

Type
Type

This is an indicator of the type of product to be tagged. The tag Types are Plant
and Package.

Status
Status

The status of the tags on the Used tab.

Commissioned

Commissioned

This field contains the date/time the tags were generated and associated with the
facility by Metrc.
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Used
Used :

This field contains the date/time the tags were associated to an immature plant lot,
flowering plant or package.

Detached

Detached :

This field contains the date/time a tag was replaced by another tag.

4.3.3 Voided Tags

Voided Tags are those that are assigned to the facility, but have never been associated to
animmature plant lot, flowering plant, or package, and have been voided by the Account
Manager, or employee with tag permissions, due to loss or damage, as shown in Exhibit
34.

Exhibit 34: The Voided Tags Page

Tag
Tag

This is the unique identification number (UID) printed on the physical tag.

Type
Type

This is an indicator of the type of product to be tagged. The tag Types are Plant
and Package.
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Status
Status

The status of the tags on the Voided tab should be listed as Voided.

Commissioned

Commissioned

This field contains the date/time the tags were generated and associated with the
facility by Metrc.
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5 Plants

Plants are tagged at the immature lot growth phase and at the mature / flowering growth
phase.

5.1 Immature PlantLot Tag Attachment

_—_

o &
-

‘\

CANNABIS FARMS. LLC
CML18-9999999
Orclar #9000-900-905000

| -",nwnu|umummumunugglyyugl|| I m

Exhibit 35: Immature Plant Lot Tag Attachment

& A

The UID number (plant tag shownin Exhibit 35) is assigned to an immature plant lot of up
to 100 seeds or immature plants. Each seed orimmature plantin the lot must be labelled
with the corresponding UID number of the lot. Please note that the individual immature
plant UID labels are not provided by Metrc. The required corresponding UID number
labels will need to be produced by the licensee. Immature plant UID labels can be affixed
to the container which holds the individual immature plant, attached to the plantitself, and
affixed in a form or manner that facilitates identification of the individual immature plant(s)
in the designated immature plant lot. Once the immature lot has been established in
Metrc, the death of an immature plant(s) must be recorded in Metrc by recording the
associated waste amount and reducing the total number of the immature plants in the lot
for each immature plant that was destroyed.

5.2 Attaching Tagto Plant

Plant tags are assigned to individual plants when they are moved to a designated canopy
area, or when the plant begins flowering. They must be attached to the main stem at the
base of each plant using a tamper-resistant strap or zip tie. Exhibit 36 shows some
examples of plant tags during various stages of cultivation. Please note these pictures
show plant tags used in other states, not those that are used in California.
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Exhibit 36: Examples of Plant Tags during Various Stages of Cultivation
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Recording Plantand Harvest Information

Information about handling and recording information in Metrc includes the following:

1.

2.

3.

7.

A plant can be destroyed anytime during the growth phases shown in Exhibit 37.

Any waste produced by the plant should be recorded prior to the destruction.

Any waste created during the immature growth phase must be recorded as waste

using the Plant Waste function and destroyed.

When immature plants begin to flower, select the Change Growth Phase button to

record the change and associate the new Plant Tag ID to the plant(s).

In Metrc, anytime something is trimmed from a flowering plant during growing with

the intent to sell it, process it, or perform a partial harvest, a Manicure batch must

be created.

Harvest steps include the following:

A. Harvest Name — Harvests must be strain specific. The Harvest Name must be
unique. Itis a best practice for the harvest name to include the Strain Name and
Harvest Date, but itis not required by the State.

B. Weight — The plant is weighed individually in its entirety after being cut from
root ball (stem, stalk, bud/flower, leaves, trim leaves, etc.).

C. Waste — This can be recorded using multiple entries but must be reported
within three days of destruction.

D. Package — Package and tag the product from the Harvest Batch (Fresh
Cannabis Plant, Flower, Leaf or Kief). These packages must be strain specific.

E. Transfer — Licensee must create transfer manifest to move product to a
Processor, Distributor, or Manufacturer.

F. Finish — When the Harvest Batch (HB) has been fully packaged, there should
be remaining wet weight to account for moisture loss. Selecting Finish Harvest
will attribute any remaining weight to moisture loss.

A Harvest Batch package of Flower, Leaf, Kief or Fresh Cannabis Plant can only

be created from the Harvested Tab using a single strain from plants harvested at

the same time.

Plant tags may only be used once and may not be reused.
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I to individual plants

| when the growth

| stage is changed from '
Immature to !
- Flowering or when |
- immature plants are |
! moved to mature ,

applied to an
- Immature Lot when |
! planting is created
I (up to 100 plants in
1a lot).

Cultivating

| A harvest batch is

i created and given a
. unique Harvest

- Name when plants !
! or plant material |
I are harvested. I

I Package Tags are
| applied to products '
| prior to transfer.
| See below.

Selling Transferring Infusing

e Inventory Inventory

Exhibit 37: Steps in the Cultivation Process
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5.3.1 Plant Waste

The following guidelines apply to plant waste:

1. Plant waste must be recorded within three business days of destruction. In Metrc
plant waste can be recorded by Immature Plant Lot, Flowering Plant or by Room.

2. Waste can also be recorded by Harvest Batch. See Metrc User Guide for details.

3. When recording Flowering Plant waste, the waste from multiple plants can be
recorded as a single waste event but the flowering plants contributing to the waste
must be individually identified.

4. If a plant is no longer viable, the waste must be recorded prior to recording its
destruction.

5.3.1.1 Record Immature Plant Lot Waste
On the Immature tab in the Plants area, select the Record Waste button shown in Exhibit
38 to access the Record Plant Batches Waste page.

Record Plant Batches Waste X
Plant Batch Waste # 1 u““w o Clex sutton
Waste Method Waste Method - Select - v Plant Batch Q o Plant Batch Lookup

Drop-Down

Material Mixed e Material Mixed
Waste Weight o — Waste Weight Select

Reason ~
— 2asor elect
Drop-Down o Reason Selec
Optional Note 67 Optional Note
Waste Date o Waste Date & today

Add Button o w

Cancel

11

Record Waste Button Cancel Button

Exhibit 38: The Record Plant Batches Waste Page

Waste Method Drop Down
Waste Method - Select - F|

Use this drop-down to identify how the waste was handled. Waste methods
defined by the State are: Compost, Self-Haul, or Waste-Hauler.
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Material Mixed

Material Mixed

Specify any material that was combined with the waste while performing the
Waste Method. If the Waste Method did not require this step, enter None.

Waste Weight
Waste Weight 2/ | - select - |L|

Enter the weight of the waste.

Reason Drop Down
Reason - Select - E|

Use this drop-down to explain why the waste occurred. Waste reasons defined by
the State are listed in Exhibit 39.

Waste Reason Reason Usage

Contamination Degradation of plant(s) by environmental elements such as pests,
filth/foreign material, mold/mildew.

Damage Damage to the plant(s).

Failure to Thrive Failure to grow or develop vigorously.

Male Plants The plant(s) is male.

Mandated Cannabis plant(s) is destroyed as a result of a State— or local

Destruction authority-mandated or —supervised process, aresponse to a
health department advisory, or another similar circumstance.

Pesticides Improper usage and application of pesticides on plant(s).

Pruning Cannabis byproduct produced during pruning of plant(s).

Exhibit 39: State of California Waste Reasons
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Optional Note
Optional Note

Use this optional field to provide additional information related to the waste.

Waste Date

Waste Date | & today |

Enter the date the waste event occurred.

Plant Batch

Plant Batch Q

Specify the Immature Plant Lot that produced the waste.

Add Button

Select this button to create another batch of immature plant waste simultaneously.

Clear Button

Select this button to clear the current information that has been entered into the
fields for the waste record.

Record Waste Button

Select this button to save the waste record in Metrc.

Cancel Button

Cancel

Select this button to disregard the entries on the Record Plant Batches Waste
page.
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5.3.1.2 Record Flowering Plant Waste
On the Flowering tab in the Plants area, select the Record Waste button to access the
Record Flowering Plant Waste page shown in Exhibit 40.

Record Flowering Plants Waste X
Plant Waste # 1 11 JECLEY
Waste Method P Salec - Subtract Plant
s — Waste Method | - Select v Plant# 1 Q. e o S
Material Mixed 6— Matenal Mixed ﬁ (plants) - T
—— c’ Plant Lookup
Waste Weight o— Waste Weight X 1 Select v
Reason { ; = e -
Drop-Down o Reason = - Select 0 Add Piants Button

Optiona! Note e - Optional Note

Waszte Date o Waste Date & y today

s @

[
(12 (13

Record Waste Button Cancel Button

Exhibit 40: The Record Flowering Plant Waste Page

Waste Method Drop Down
Waste Method - Select - |T|

Use this drop-down to identify how the waste was handled. Waste methods
defined by the State are: Compost, Self-Haul, or Waste-Hauler.

Material Mixed

Material Mixed

Specify any material that was combined with the waste while performing the Waste
Method. If the Waste Method did not require this step, enter None.
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Waste Weight
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= | - Select - E|

Enter the weight of the waste.

Reason Drop Down
Reason - Select -

M

Use this drop-down to explain why the waste occurred. Waste reasons defined by
the State are listed in Exhibit 41.

Waste Reason
Contamination
Damage

Failure to Thrive
Male Plants

Mandated
Destruction

Pesticides

Pruning

Optional Note
Optional Note

Reason Usage

Degradation of plant(s) by environmental elements such as
pests, filth/foreign material, mold/mildew.

Damage to the plant(s).

Failure to grow or develop vigorously.

The plant(s) is male.

Cannabis plant(s) is destroyed as a result of a State— or local
authority—-mandated or —supervised process, aresponse to
a health department advisory, or another similar
circumstance.

Improper usage and application of pesticides on plant(s).

Cannabis byproduct produced during pruning of plant(s).

Exhibit 41: State of California Waste Reasons

Use this optional field to provide additional information related to the waste.
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Waste Date

Waste Date &= today

Enter the date the waste event occurred.

Plant
Plant # 1 Q

Use this field to select the Flowering Plant that produced the waste. Type part of
the number, or use the magnifying glass to display a list of all plants.

Add Plants Button
E {plants)

Select this button to select additional Flowering Plants which participated in
producing the waste.

Subtract Plants Button

Select this button to remove Flowering Plants previously specified as having
contributed to the waste.

Add Button

Select this button to create another waste event simultaneously.

Clear Button

Select this button to clear the current information that has been entered into the
fields for the waste record.
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Record Waste Button

Record Wasie

Select this button to save the waste record.

Cancel Button

Cancel I

Select this button to disregard the entries on the Record Flowering Plant Waste
page.

5.3.1.3 Record Waste by Room
On the Waste tab in the Plants area, select the Record Waste by Room button to access
the Record Room Plants Waste page shown in below.

Room Clear Button
Record Room Plants Waste “ 1 X
! |
Room Waste # 1 | @
Wi ethed ° Waste Method - Select - '_\_/_] Room | Type part of Room name... Q
Material Mixedo—— Material Mixed
Waste Weight e— Waste Weight | ex. 10023 - Select - E]
Reason Orop-Down o— Reason - Select - E
Optional Note e— Optional Note
Waste Date 6— Waste Date i@ mm/dd/iyyyy today

Add Button

:

Record Waste Cancel

|
| |
11

Record Waste
Cancel Button

Button

Exhibit 42: The Record Plant Waste by Room Page
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Waste Method Drop Down
Waste Method | - Select - v

Use this drop-down to identify how the waste was handled. Waste methods
defined by the State are: Compost, Self-Haul, or Waste-Hauler.

Material Mixed

Material Mixed

Specify any material that was combined with the waste while performing the Waste
Method. If the Waste Method did not require this step, enter None.

Waste Weight

Waste Weight = | - Select - E|

Enter the weight of the waste.

Reason Drop Down
Reason - Select - M

Use this drop-down to explain why the waste occurred. Waste reasons defined by
the State are listed in Exhibit 43.

Waste Reason Reason Usage

Contamination Degradation of plant(s) by environmental elements such as
pests, filth/foreign material, mold/mildew.

Damage Damage to the plant(s).

Failure to Thrive Failure to grow or develop vigorously.

Male Plants The plant(s) is male.

Mandated Cannabis plant(s) is destroyed as a result of a State— or local

authority—-mandated or —supervised process, aresponse to
a health department advisory, or another similar
circumstance.

Destruction
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Waste Reason Reason Usage
Pesticides Improper usage and application of pesticides on plant(s).
Pruning Cannabis byproduct produced during pruning of plant(s).

Exhibit 43: State of California Waste Reasons

Note
MNote

Use this optional field used to provide additional information related to the waste.

Waste Date

Waste Date &= today

Enter the date the waste event occurred.

Room
Room Q

Use this field to select the Room containing flower plants that produced the waste.
Type part of the number, or use the magnifying glass to display a list of all rooms.

Add Button

Select this button to create another waste event simultaneously.

Clear Button

Press this button to clear the current information that has been entered into the
fields for the waste record.
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Record Waste Button
Record Waste

Press this button to save the waste record.

Cancel Button

Cancel |

Press this button to disregard the entries on the Record Room Plants Waste page.
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5.3.1.4 Waste History
The waste events recorded for Immature Plant Lots and Flowering Plants and by Room display on the Waste tab shownin
Exhibit 44.

Waste Method

Waste

?

| |
1 1 1

Total Plants Plant Batch

Record Waste by

Room Button Reason

Material Mixed Waste Date

Cannabis Farms | CML17-00

Plants

Immature riowering = OnjHold  Inactive Additives \ Waste ‘l Harvested lOn Hold lnaclivel

| Record Waste by Room |

Waste Method

§  Material Mixed

Vaste-Hauler

Tog
1A4FFO000000022000000021
1A4FFO000000022000000022

occol’m!
¢° Page 1

Tag

Orop-Down Menu
Arrow

$  Waste
7kg

Curre.rl! State

$ Total Plants

Current Phase

Exhibit 44: The Waste Tab
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$  Waste Date

i Plant Batch

12202017

Flower Room C

Flower Room € \
|
|

Room

3 Wasie Weight

35kg

Viewing 1 - 2 {2 total)

Viewing 1- 1 (1 total)

Waste Weight
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Waste Method
Waste Method H

This field identifies how the waste was handled. Waste methods defined by the
State are: Compost, Self-Haul, or Waste-Hauler.

Material Mixed

Material Mixed

This field displays any material that was combined with the waste while performing
the Waste Method.

Waste

Waste H

This field displays the weight of the waste produced.

Reason

Reason :

This field explains why the waste occurred. Waste reasons defined by the State
are shown in Exhibit 45.

Waste Reason Reason Usage

Contamination Degradation of plant(s) by environmental elements such as
pests, filth/foreign material, mold/mildew.

Damage Damage to the plant(s).

Failure to Thrive Failure to grow or develop vigorously.

Male Plants The plant(s) is male.

Mandated Cannabis plant(s) is destroyed as a result of a State— or local

Destruction authority—-mandated or —supervised process, aresponse to a
health department advisory, or another similar circumstance.

Pesticides Improper usage and application of pesticides on plant(s).

Pruning Cannabis byproduct produced during pruning of plant(s).

Exhibit 45: State of California Waste Reasons
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Total Plants

Total Plants i

This field displays the total number of plants that produced the waste.

Waste Date
Waste Date H

This field displays the date the waste event took place.

Plant Batch
Plant Batch H

This field displays the Immature PlantLot that produced the waste. This field will
be blank for Flowering Plant waste.

Drop-Down Menu Arrow

.......

This arrow indicates that the file has additional detail available for viewing.
Selecting this arrow displays information on the Flowering Plants that contributed
to the waste event, as shown in Exhibit 46.

Waee Mehiod I Maer Mg | ware § Feason { T Pams I Woante Dam { Pt Baxh H

ey I Curvemanie | CumeErae I neox 1 Vestse wogn I

* - Ten et pege e ARt s I

Exhibit 46: The Drop-Down Menu Arrow Expands Waste Detail

Tag

Tag

This field displays the Tag ID of the Flowering Plant that contributed to the waste
event.
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Current State

Current State :

This field displays the Current State of the Flowering Plant that contributed to the
waste event.

Current Phase

Current Phase :

This field displays the Current Phase of the Flowering Plant that contributed to the
waste event.

Room

Room H

This field displays the room where the Flowering Plant that contributed to the
waste event is located.

Waste Weight
Waste Weight :

This field displays the Waste Weight (the total waste weight divided by the number
of Flowering Plants that contributed to the waste event).
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5.4 Importing CSV Files to Record Plant and Harvest Information

Metrc provides the option of making data entries of Plant and Harvest information using
comma separated value (.CSV) files which are uploaded to Metrc using the Data Import
feature described in Section 9.

The CSV files are most commonly generated from third party software, but can be created
manually as well. The Metrc Mobile application also creates CSV files for upload using
the Data Import feature.

54.1 Plantand HarvestCSV File Formats

Use the following information when building a CSV file for upload to Metrc:

54.1.1 Create Plantings

Fields:
<New Tag ID>,<Plants Type>,<Plants Count>,<Strain>,<New Room>,<not used>,<Planting Date>

Example:
1A4FF0000000022000000200,Clone,25,Bubba Kush,Immature RoomA,,2018-01-01

Please note that the commas are just to designate the next column in the file. These
commas should NOT be placed inthe file if you are using a .csv file/excel spreadsheet. If
you are using a .txt file, however, the commas are NEEDED.

Field Format Required Description

New Tag ID Alphanumeric (24) Yes Immature Plant Lot Tag ID

Plants Type Alphanumeric Yes Valid Values:
Clone
Seed

Plants Count Numeric Yes Number of immature plants in new
plant lot

Strain Alphanumeric Yes Strain Name exactly as defined in
Metrc

New Room Alphanumeric Yes Room Name exactly as defined in
Metrc

Not Used in California  NA No NA

Planting Date MM/DD/YYYY or Yes US Short Date or ISO 8601 Date

YYYY-MM-DD

Exhibit 47: Create Plantings CSV Record Layout
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54.1.2 Plantings from Plants

Fields:
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<PlantTag ID>,<New Tag ID>,<Plants Type>,<Plants Count>,<Strain><New Room>,<not used><Planting

Date>

Example:

1A4FF0000000022000000100,1A4FF0000000022000000201,Clone,80,FOG,Immature Room

B,,2018-01-01

Please note that the commas are just to designate the next column in the file. These

commas should NOT be placed in the file if you are using a .csv file/excel spreadsheet. If
you are using a .txt file, however, the commas are NEEDED.

Field

Plant Tag ID

New Tag ID

Plants Type

Plants Count
Strain
New Room

Not Used in California

Planting Date

Format

Alphanumeric (24)

Alphanumeric (24)

Alphanumeric

Numeric
Alphanumeric
Alphanumeric

NA

MM/DD/YYYY or
YYYY-MM-DD

Required

Yes

Yes

Yes

Yes
Yes
Yes

No

Yes

Description

Tag ID of Flowering Plant from which

planting was created
Immature Plant Lot Tag ID

Valid Values:

Clone

Seed

Number of immature plants in new
plant lot

Strain Name exactly as defined in
Metrc

Room Name exactly as defined in
Metrc

NA

US Short Date or ISO 8601 Date

Exhibit 48: Plantings from Plants CSV Record Layout
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54.1.3 Plantings from Packages

Fields:

<Package Tag ID>,<Package Quantity>,<Unit of Measure>,<New Tag ID>,<Plants Type>,<Plants
Count>,<Strain>,<New Room>,<not used>,<Planting Date>,<Unpackaged Date>

Example:
1A4FF0100000022000000700,5,Each,1A4FFO000000022000000202,Clone,5,Shark's Breath,Immature

Room B,,2018-01-01,2017-12-31

Please note that the commas are just to designate the next column in the file. These
commas should NOT be placed inthe file if you are using a .csv file/excel spreadsheet. If
you are using a .txt file, however, the commas are NEEDED.

Field Format Required Description

Package Tag ID Alphanumeric (24) Yes Tag ID of Package of Immature
Plants from which planting was
created

Package Quantity Numeric Yes Quantity of immature plants taken
from package to create planting

Unit of Measure Alphanumeric Yes Package unit of measure

New Tag ID Alphanumeric (24) Yes Immature Plant Lot Tag ID

Plants Type Alphanumeric Yes Valid Values:
Clone
Seed

Plants Count Numeric Yes Number of immature plants in new
plant lot

Strain Alphanumeric Yes Strain Name exactly as defined in
Metrc

New Room Alphanumeric Yes Room Name exactly as defined in
Metrc

Not Used in California  NA No NA

Planting Date MM/DD/YYYY or Yes US Short Date or ISO 8601 Date

YYYY-MM-DD
Unpackaged Date MM/DD/YYYY or Yes US Short Date or ISO 8601 Date
YYYY-MM-DD

Exhibit 49: Plantings from Packages CSV Record Layout
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54.14 Immature Plants Growth Phase

Fields:
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<Plant Lot Tag ID>,<Plants Count>,<Starting Tag ID>,<Growth Phase>,<New Room>,<Change Date>,<not

used>

Example:

1A4FF0000000022000000200,5,1A4FF0100000022000000300,Flowering,Flower Room B,2018-01-01,

Please note that the commas are just to designate the next column in the file. These
commas should NOT be placed in the file if you are using a .csv file/excel spreadsheet. If
you are using a .txt file, however, the commas are NEEDED.

Field Format

Plant Lot Tag ID Alphanumeric (24)

Plants Count Numeric

Starting Tag ID Alphanumeric (24)

Growth Phase Alphabetic

New Room Alphanumeric

Change Date MM/DD/YYYY or
YYYY-MM-DD

Not Used in NA

California

Required
Yes

Yes

Yes

Yes
Yes
Yes

No

Description
Immature Plant Lot Tag ID

Number of plants being promoted to
the Flowering growth phase
Starting Tag ID for Flowering Plants

Valid Values:

Flowering

Room Name exactly as defined in
Metrc

US Short Date or ISO 8601 Date

NA

Exhibit 50: Immature Plants Growth Phase CSV Record Layout
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5.4.1.5

Fields:

<Waste Method>,<Material Mixed>,<Waste Weight>,<Waste Unit of Measure>,<Reason>,<Optional

Note>,<Waste Date>,<Plant Batch>

Example:

Compost,Soil,10,Pounds,Failureto Thrive,Frost Damage,2018-01-01,1A4FF0000000022000000150

Please note that the commas are just to designate the next column in the file. These

Record Immature Plants Waste

80

commas should NOT be placed in the file if you are using a .csv file/excel spreadsheet. If
you are using a .txt file, however, the commas are NEEDED.

Field

Waste Method

Material Mixed

Waste Weight

Waste Unit of

Measure
Reason

Optional Note

Waste Date

Plant Lot Tag ID

Format

Alphanumeric

Alphanumeric

Alphanumeric

Numeric

Alphanumeric

Alphanumeric

MM/DD/YYYY or

YYYY-MM-DD

Alphanumeric (24)

Required

Yes

Yes

Yes

Yes

Yes

Optional

Yes

Yes

Industry User’'s Guide — CA Supplemental Rev 4.2

Description

Valid values:
Compost
Self-Haul
Waste-Hauler

Material that was combined with the
waste while performing the Waste

Method
Weight of waste

Unit of measure for waste

Waste Reason exactly as defined in

Metrc - See

Exhibit39: State of California Waste

Reasons

Explanation of reason for waste
US Short Date or ISO 8601 Date
Tag ID of Immature Plant Lot that

produced the waste
Exhibit 51: Record Immature Plants Waste CSV Record Layout
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54.1.6 Immature Plants Packages

Fields:
<Plant Lot Tag ID>,<ltem>,<Plants Count>,<Package Tag |D>,<Package Date>

Example:
1A4FF0000000022000000205,Immature Shark,1A4FF0100000022000000707,5,2018-01-01

Please note that the commas are just to designate the next column in the file. These
commas should NOT be placed inthe file if you are using a .csv file/excel spreadsheet. If
you are using a .txt file, however, the commas are NEEDED.

Field Format Required Description

Plant Lot Tag ID Alphanumeric (24) Yes Tag ID of Immature Plant Lot that
was used to create the package

Item Alphanumeric Yes Item exactly as defined in Metrc

Package Tag ID Alphanumeric (24) Yes Tag ID of Package

Plants Count Alphanumeric Yes Number of immature plants from
Plant Lot used in package

Package Date MM/DD/YYYY or Yes US Short Date or ISO 8601 Date

YYYY-MM-DD

Exhibit 52: Immature Plants Packages CSV Record Layout
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54.1.7 Destroy Immature Plants

Fields:
<Plant Lot Tag ID>,<Plants Count><Note>,<Destroy Date>

Example:
1A4FF0000000022000000151,3,Mandated,2018-01-01

Please note that the commas are just to designate the next column in the file. These
commas should NOT be placed inthe file if you are using a .csv file/excel spreadsheet. If
you are using a .txt file, however, the commas are NEEDED.

Field Format Required Description
Plant Lot Tag ID Alphanumeric (24) Yes Immature Plant Lot Tag ID
Plants Count Numeric Yes Number of plants destroyed
Note Alphanumeric Yes Explanation of reason for immature
plant destruction
Destroy Date MM/DD/YYYY or Yes US Short Date or ISO 8601 Date
YYYY-MM-DD

Exhibit 53: Destroy Immature Plants CSV Record Layout

5418 Plants Room

Fields:
<PlantTag ID>,<New Room>,<Move Date>

Example:
1A4FF0000000022000000520,Flower Room C,2018-01-01

Please note that the commas are just to designate the next column in the file. These
commas should NOT be placed in the file if you are using a .csv file/excel spreadsheet. If
you are using a .txt file, however, the commas are NEEDED.

Field Format Required Description
Plant Tag ID Alphanumeric (24) Yes Tag ID for Flowering Plant
New Room Alphanumeric Yes Room Name exactly as defined in
Metrc
Move Date MM/DD/YYYY or Yes US Short Date or ISO 8601 Date
YYYY-MM-DD

Exhibit 54: Plants Room CSV Record Layout
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54.19 Record Plants Waste

Fields:
<Waste Method>,<Material Mixed>,<Waste Weight>,<Waste Unit of Measure>,<Reason>,<Optional
Note>,<not used>,<Waste Date>,<Plant Tag ID(s)>

Example - Waste Event Involving Multiple Plants:
Self-Haul,NA,5,Pounds,Pruning,Frostbit,,2018-01-01, 1A4FF0000000022000000210| 1A4FF000000002200
0000215

Please note that the commas are just to designate the next column in the file. These
commas should NOT be placed inthe file if you are using a .csv file/excel spreadsheet. If
you are using a .txt file, however, the commas are NEEDED.

Field Format Required Description

Waste Method Alphanumeric Yes Valid values:
Compost
Self-Haul
Waste-Hauler

Material Mixed Alphanumeric Yes Material that was combined with the
waste while performing the Waste
Method

Waste Weight Alphanumeric Yes Weight of waste

Waste Unit of Numeric Yes Unit of measure for waste

Measure

Reason Alphanumeric Yes Waste Reason exactly as defined in
Metrc - See

Exhibit39: State of California Waste
Reasons. Must match exactly.

Optional Note Alphanumeric Optional Explanation of reason for waste

Not Used in California  NA No NA

Waste Date MM/DD/YYYY or Yes US Short Date or ISO 8601 Date
YYYY-MM-DD

Plant Tag ID(s) Alphanumeric (24) Yes Tag ID of Flowering Plant that

produced the waste.

Multiple Plant Tag IDs can be

specified separated by a ‘|’.
Exhibit 55: Record Plants Waste CSV Record Layout

Industry User’'s Guide — CA Supplemental Rev 4.2



54.1.10 Manicure Plants

Fields:
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<Plant Tag Id>,<Manicure Weight>,<Manicure Unit of Measure>,<Drying Room>,<Harvest Name>,<not

used>,<Manicure Date>

Example:

1A4FF0000000022000000322,5,Kilograms,Drying Room A,Bubba Kush Manicure,,2018-01-01

Please note that the commas are just to designate the next column in the file. These
commas should NOT be placed in the file if you are using a .csv file/excel spreadsheet. If
you are using a .txt file, however, the commas are NEEDED.

Field Format Required
Plant Tag ID Alphanumeric (24) Yes
Manicure Weight Alphanumeric Yes
Manicure Unit of Numeric Yes
Measure
Drying Room Alphanumeric Yes
Harvest Name Alphanumeric Optional
Not Used in California  NA No
Manicure Date MM/DD/YYYY or Yes
YYYY-MM-DD

Description

Tag ID of Flowering Plant that was
manicured
Weight of manicure harvest

Unit of measure for manicure
harvest

Room Name exactly as defined in
Metrc

Name assigned to the manicure
harvest. If not specified, Metrc will
assign a Harvest Name.

NA

US Short Date or I1SO 8601 Date

Exhibit 56: Manicure Plants CSV Record Layout
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54.1.11 Harvest Plants

Fields:
<Plant Tag Id>,<Harvest Weight>,<Harvest Unit of Measure>,<Drying Room>,<Harvest Name>,<not
used>,<Harvest Date>

Example:
1A4FF0000000022000000375,10,Kilograms,Harvest Room,Blue Dream Harvest,,2018-01-01

Please note that the commas are just to designate the next column in the file. These
commas should NOT be placed in the file if you are using a .csv file/excel spreadsheet. If
you are using a .txt file, however, the commas are NEEDED.

Field Format Required Description

Plant Tag ID Alphanumeric (24) Yes Tag ID of Flowering Plant that was
harvested

Harvest Weight Alphanumeric Yes Weight of harvest

Harvest Unit of Numeric Yes Unit of measure for harvest

Measure

Drying Room Alphanumeric Yes Room Name exactly as defined in
Metrc

Harvest Name Alphanumeric Optional Name assigned to the harvest. If

not specified, Metrc will assign a
Harvest Name.

Not Used in California  NA No NA
Harvest Date MM/DD/YYYY or Yes US Short Date or ISO 8601 Date
YYYY-MM-DD

Exhibit 57: Harvest Plants CSV Record Layout
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5.4.1.12 Destroy Plants

Fields:
<Plant Tag ID>,<Reason Note>,<Destroy Date>

Example:
1A4FF0000000022000000151,Mandated,2018-01-01

Please note that the commas are just to designate the next column in the file. These
commas should NOT be placed inthe file if you are using a .csv file/excel spreadsheet. If
you are using a .txt file, however, the commas are NEEDED.

Field Format Required Description
Plant Tag ID Alphanumeric (24) Yes Tag ID of Flowering Plant that was
destroyed
Reason Note Alphanumeric Yes Explanation of reason for destroying
the plant
Destroy Date MM/DD/YYYY or Yes US Short Date or ISO 8601 Date
YYYY-MM-DD

Exhibit 58: Destroy Plants CSV Record Layout
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5.4.1.13 Packages from Harvests

Fields:

<Package Tag ID>,<not used>,<Item>,<Package Unit of Measure>,<not used>,<Package
Date>,<Production Batch Number>,<Harvest Name>,<Harvest Quantity>,<Harvest Quantity Unit of
Measure>

Example 1 - Package with Single Harvest (Non-Production Batch):
1A4FF0100000022000000800,,Shark Flower,Pounds,,2018-03-01,,Shark-2018.3.11-H,12,Pounds

Example 2 - Package with Multiple Harvests (Production Batch):
1A4FF0100000022000000801,,Shark Kief,Kilograms,,2018-03-01,PB 2018.03.01
Shark,2018-01-01-Shark-M,10,Kilograms

1A4FF0100000022000000801,,Shark Kief,Kilograms,,2018-03-01,PB 2018.03.01
Shark,2017-12-15-Shark-H,15,Kilograms

Please note that the commas are just to designate the next column in the file. These
commas should NOT be placed inthe file if you are using a .csv file/excel spreadsheet. If
you are using a .txt file, however, the commas are NEEDED.

Field Format Required Description

Package Tag ID Alphanumeric (24) Yes Tag ID of Package being created

Not Used in California  NA No NA

Item Alphanumeric Yes Item exactly as defined in Metrc

Package Unit of Numeric Yes Unit of measure for package

Measure

Not Used in California  NA No NA

Package Date MM/DD/YYYY or Yes US Short Date or ISO 8601 Date
YYYY-MM-DD

Production Batch Alphanumeric Optional Production Batch Number (if

Number applicable)

Harvest Name Alphanumeric Yes Name of harvest used in package

Harvest Quantity Alphanumeric Yes Quantity of harvest used in package

Harvest Quantity Unit ~ Numeric Yes Unit of measure for harvest quantity

of Measure

Exhibit 59: Packages from Harvests CSV Record Layout

NOTE: Once a CSVis imported successfully, there is no way to automatically reverse the
import. Any corrections will have to be performed manually.
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Packages

Information relating to the package process includes the following:

1.

2.

N

An immature plant can be packaged and transferred for sale. Only Nursery

Licensees can cultivate immature plants for sale.

When a manufacturer is creating a concentrate that will then be used in multiple

infused production batches, the concentrate must be created as a new package.

The infused production batches will then be created from the concentrate

package.

A. The new package of concentrate is a production batch and will then be partially
used in an infused product or sold to a customer.

B. This makes it more easily recorded as connected to the finished infused
product package.

Packages made at a manufacturer facility that creates concentrates must be

created by pulling from other packages.

A package must exist in order for it to be selected for transfer. Transfers are

real-time inventory dependent.

There must be a contents section for each new package created from an existing

package.

When adjusting a package, use the appropriate adjustment reason.

In order for a distributor to send a sample for testing, a test sample package must

be created. A new test sample must have a new RFID package tag and be pulled

from an existing package.

Package tags may only be used once and may not be reused.

Cultivating

Transferring

Selling Infusing

Repack

Exhibit 60: The Package Life Cycle
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6.1 PackageTag
The Package Tag is designed to identify and track the chain of custody of cannabis and

cannabis products. It breaks into two (2) pieces as described below, and uses a
pressure sensitive adhesive so the tag can be affixed to the associated package.

CML18-9999999

O
>
2 |
2
>
=
w

—_ ° Upper Portion

SISVNNVYD

Perforation °_ -
—o Lower Portion

0
>
2
=
>
=
v

Exhibit 61: Package Tag

Perforation
-
The Package Tags are perforated, as shown in Exhibit 61.
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Exhibit 62: The Upper Portion of the Tag Remains with the Package

Lower Potion

The Lower Portion can be used to label a display container or lab paperwork in
order to identify the associated Package. All buds must be infinal package form.
Bud jars are not allowed.
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6.1.1 Package TagDetails

The detailed information printed on each Package Tag as marked in Exhibit 63 is
described below.

License Faclity Name °

recy ucere mer () CML18-9999999

Package Tag Order
Number

SISYNNYD

2
>
=
2
>
=
v

Unigue Tag Number o—

LB Cannabis ident ifier

SISYNNYD

Exhibit 63: Package Tag Information

License Facility Name

The License Facility Name is identified on the package tag.

2
. Facility License Number
CML18-9999999

The Facility License Number is printed on the package tag.

Package Tag Order Number

The Package Tag Order Number is printed on the Package Tag. This identifies
which order number this particular Package Tag was a part of.
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Unigue Tag Number _
AR LA
1A4FF01000000C9000000101
The unique individual ID (UID) number is encoded on the tag in numeric, barcode,

and radio frequency ID (RFID) formats. The barcode printed on the tag is a
standard UCC 128 barcode. Metrc generates the ID numbers automatically and

assigns them to a facility.

Cannabis ldentifier

CANNABIS

Cannabis is printed on the package tag to easilyidentify that the package contains
cannabis or a cannabis product.
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6.2 Package Search

The Packages page is accessed by selecting Packages in the top navigation bar.
Clicking on the Active tab displays active packages in the inventory of the licensee as
shown in Exhibit 64.

Sk v
Now ek ke Awrectas  Aerectes P Tearete Carge  écm  Pen

P = Teay
':’r"‘ ;\"’_'_‘ faston Furren Baton tersferon Betn Bemon

Faxge - " o n
S " Iy ] nen ] Camgery 1 Gy | BB OF PRW § eTewws 1 A% | Dee | Run

Sapand Araw o v QI

Exhibit 64: The Packages Page

A user can search for a package in the license inventory by filtering and sorting on the
columns in the package grid. See Section 3.5 for information on using the filter
functionality in Metrc.

Package Tabs

Active On Hold Inactive

Only packages in the inventory of the licensee may be viewed. The available tabs
include: Active, On Hold and Inactive.

The Active tab shows the active packages currently at the facility.

The On Hold tab displays any packages that have been placed on administrative
hold by the State of California.

The Inactive tab displays packages that have been discontinued or finished and
are no longer active at the facility.

Package Information
o T t then P Cemory B oGuedl 3 L § ¥R 3 BAw :
Each of these fields can be used to sort and filter the package data. The UOM
(unit of measure), Packaged By and Received From columns are hidden by
default, but can be shown using the Columns Settings menu. See Section 3.5.2

for information on changing the Column Settings.
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Expand Arrow
[

This arrow indicates that there is additional detail available for the row.

Selecting the expand arrow next to a Package displays tabs containing Lab
Results (if applicable) and the History of the package. The Lab Results tab is
selected in the example shown in Exhibit 65.

Exhibit 65: Package Details

Lab Results

The Lab Results tab displays the details of each individual lab test performed on
the package. A DocumentDownload button is available on each row on the Lab
Results tab to view the associated certificate of analysis (which the laboratory staff
uploads when test results are recorded).

History
The History tab displays a log of every event related to the package.

Req’d (Required) Lab Test Batches

The Reqd Lab Test Batches tab displays only for packages containing lab test
samples. This tab shows the list of Lab Test Batches marked as required by the
licensee when creating the test sample. California is not currently utilizing this
feature of Metrc, so no data will be populated on the Reqd Lab Test Batches tab.

New Packages Button
New Packages

Select this button to launch the New Packages page to record starting inventory
during initial transition, to re-package an existing package, to split a package into
multiple packages, or to combine multiple packages into a single package. This
button is also used to record product remediation when the package that failed
laboratory testing is remediated and re-packaged.
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Submit for Testing Button

| Submit for Testing

Select this button to launch the Submit for Testing page to create a sample
package for laboratory testing. This button is enabled only for Distributors and
Microbusinesses.

Remediate Button

i Remediate

Select this button to launch the Remediate Packages page to record the
remediation of a package that failed laboratory testing if the product and
remediation method did not require the remediated product be re-packaged.
Otherwise, select the New Packages button to record the product remediation.
This button is enabled only for Manufacturers and Microbusinesses.

Create Plantings Button
Create Plantings

Select this button to launch the Create Plantings from Packages page to create a
new immature plant lot from a package of immature plants. This button is
enabled only for Cultivators and Microbusinesses.

New Transfer Button

| New Transfer |

B

Select this button to launch the New Transfer page to transfer a package(s) to
another annual licensee.

Change Items Button

Change Items

Select this button to launch the Change Items page to update the Item designated
for the package.
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Adjust Button
| Adjust
Select this button to launch the Adjust Packages page to update the quantity
contained in a package.

Finish Button
Finish

Select this button to launch the Finish Packages page to inactivate a package with
a gquantity of zero.

Discontinue Button
x

Select this button to discontinue a package that was created in error. Once a
package has been modified in any way or transferred it can no longer be
discontinued.
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6.3 Creating Packagesfrom HarvestBatch

Creating packages from a harvest batch is initiated by selecting the Create Packages
button on the Plants page - Harvested tab

Create Packages »
(clear) button
New Package # 1 = o
Tag ° New Tag Q Harvest '.‘ a @ ° Swch
fteen Drop Down - = pen a Cuamey Select o GQJW‘V
Unit of Measure Orop Down Oty — Gk shated—— Salect G Pwane soect b Harvest
' (oondents)
Package Date o Eackage Do W oy
Producuon Batch
Add button Create Packages button Cancgnm
Exhibit 66: Creating Packages from Harvest Batch
n Tag
New Tag

Use this field to identify a specific Metrc RFID Package Tag to be associated with
this package being made.

[tem Drop Down

Item | Type part of the Item name ‘

Use this field to identify what item the new package contains.

Unit of Measure Drop Down

- Select -

Use this drop-down to choose the weight basis unit of measure for this package.
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Package Date

g

Package Date g mm/ddiyyyy today

Enter the date the package is being made (or use the today button to enter the
current date).

Add Button

Select this button to create another package simultaneously.

Batch

€ part or manvest name

Harvest #-1 Type part of e Q i

Specify the Harvest Batch this particular package should be pulled from. Use the
magnifying glass to display a list of all active harvest batches.

Quantity

Quantity | ex 10023 | - Select - [v]

Enter the weight of the product being taken from the harvest and put into the
current package.

(clear) Button

Select this button to clear the current information that has been entered into the
fields for this package being created.

Create Packages Button

Select this button to create the package(s) in Metrc.
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Cancel Button

Cancel

Select this button to cancel the Create Packages area and return to the previous
page.
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6.4 Creating Packagesfrom Existing Package(s)

Creating packages from an existing package(s) is initiated by selecting the New
Packages button on the Packages page - Active tab.

Wagnfying Glass tamon

New Packages !
—_— 50 {cloar} button
New Package # 1 ‘
New Tog ° T‘ Package #1
New Tag Q Package #1  apcoEFatisesiioionnizie . Q il nsuzna‘:e button
tem o p — l Quartaly
bm ot - Quamty et - |
Quarsty o 1 Urel of Meiare
Guarity cloct . Scotwita) |
Ut of Measums Drop Cown ° + T LAGA button
Packags Dot ° FadageDate B Loty I
- ?°l¢l]if bution
Peodecson Batch check o ] Production Batch ‘
st o (@)

8 Cancad tut1on
Creme Packages bution

Exhibit 67: Creating Packages from Existing Packages

New Tag

MNew Tag Q

Enter the new package tag number associated with the new package being
currently created, as shown in Exhibit 67.

Magnifying Glass Button
Q

Select this button to display a list of available Package Tag numbers currently
available for use.

ltem

tem | - Select - ~ ‘

Use this drop-down to identify the Item Name of the product currently being
created.
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Quantity
Quantity

Enter the weight-based product, volume-based product, or count-based items for
the package being created.

Unit of Measure Drop Down

- Select - ~

Use this drop-down to select the unit of measure for the current package being
created. This will be weight-based, volume-based, or count-based.

Package Date
Package Date & today

Enter the date upon which the package is being created (or use the today button
described below).

Today Button

today

Select this button to enter the current date.

Production Batch check
[] Production Batch

Use this checkmark to identify a production batch (such as Concentrates, Infused
Edibles, or Infused Non-edibles).

Add Button

Select this button to add another new package to be created simultaneously.
Every package must contain a contents section.
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Package #1

Package #1 | ABCDEF012345670000012354

Identify the package(s) being pulled from to create the new package(s).

Subtract Button

Select this button to remove the current contents of a package. Keep in mind that
every package must have a contents section.

Quantity

Cuantity

Enter the quantity of weight-based, volume-based or count-based product(s)
being used to create the new package.

Unit of Measure

Ounces ~

Use this drop-down to identify the current unit of measure for the package being
pulled from to create the new package.

Add Button

i {contents)

Select this button to add another contents package, if pulling inventory from
multiple packages.

(clear) Button

Use this button to clear all entries that have entered into the current sections.
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Create Packages Button

Create Packages |
Select this button to create the new package(s) that need to be created.

Cancel Button

' Cancel

Select this button to exit the current page without making any new packages and
return to the previous page.
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6.4.1 Manufactured Batch Process

Production
Plant Product Batch

1 el

Flower

| e :
' Intermediate Product Production

Batch

i il

Concentrate

iower N It

| e

Production
Batch

I (e

Production S
Batch

il [

Exhibit 68: Each Unique ID Number Connects to the One that Preceded It

Exhibit 68 shows how several bags of flower and leaf were transferred into the
manufacturing facility from another location via the transfer process. The flower and leaf
were then converted to an intermediate product (Production Batch of Concentrate) for
use in a larger batch. In the example above, we could call it butter. The butter is then used
to bake a large batch of peanut butter cookies, say 1000. The larger batch of 1000
cookies is then broken down and packagedto be transferred and shipped. Using this
example, it is critical to understand that each intermediate step requires a new package
tag. Follow the process above and note how each unique ID number is connected to each
unique ID number preceding it, and how the chain is kept intact.
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6.5 PackageAdjustments

Package Adjustments is a tool to adjust the weight, volume, or quantity of a Metrc
package. Adjustments are not used to correct sales in a store. Package adjustment
reasons are set by the State. A note section is available for the licensee to explain why

that package adjustment was made.

The Adjust Packages page shown in Exhibit 69 is accessed by selecting the Adjust button
option the Packages page.

Adjust Packages x
Package # 1 w
- Re gson
Packnge Look-up o "‘“’g Q Reasan - Ssiect v o Do down
Quantity o Quansty Cptional Note o Optional Note
Ad) Quant ity o AS. Quantity - Select - v Ad.Date W today o Ad). Date

New Quantity o New Quantity

Add Package Button o “

co

© O

Adjuzt Cancel Button
Packages
Button

Exhibit 69: The Adjust Packages Page

Package

Package
- Q

Use this field to identify the Package Tag ID to be adjusted. The Package must
be selected before entering values in any other fields on the page.

Type part of Package number.

[1+]

I[tem Drop Down

Quantity {195 Each
Quantity is a read-only only field displaying the current quantity in the selected
Package.
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Adj. Quantity
Adj, Quantity | -5 Each v

Use this field to increase or decrease the quantityin the selected Package. Usea
negative number as shown in the example to decrease the quantity and a positive
number to increase the quantity.

The user can choose to enter an Adj. Quantity or a New Quantity. When a value
is entered in the Adj. Quantity field, the amount in the New Quantity field is
automatically calculated when the user clicks out of the Adj. Quantity field.

New Quantity

New Quantity | 190 Each

- new total will be 190 ea

Use this field to specify the New Quantity in the selected Package.

The user can choose to enter a New Quantity or an Adj. Quantity. When a value
is entered in the New Quantity field, the amount in the Adj. Quantity field is
automatically calculated when the user clicks out of the New Quantity field.

Reason Drop-Down
Reason - Select - v
Use the Reason drop-down to indicate why the Package is being adjusted. See

Section 6.5.1 below for the list of Adjustment Reasons defined by the State of
California.

Optional Note
Optienal Note

Use the Optional Note field to provide further explanation of the circumstances
that lead to the need to adjust the package.

Adj. Date
Adj, Date &= today

Enter the date the package is being adjusted (or use the today button to enter the
current date).
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Add Button

o+

Select this button to record another package adjustment simultaneously.

Select this button to process the package adjustment in Metrc.

Cancel Button

Cancel

Select this button to disregard the entries made on the Adjust Packages page and
return to the Packages page.

6.5.1 AdjustmentReasons

All adjustment reasons shown in Exhibit 70 are defined by the State of California, not
Metrc.

Adjustment Reason Reason Usage

Display Sample Any amount of cannabis or cannabis product used for display
purposes in a licensed designated retail area.

Enforcement Testing Under order of state and/or local jurisdiction, samples removed
from a licensee’s inventory for enforcement related analysis.

Free Medicinal Cannabis Cannabis goods that are provided to a medicinal cannabis
Goods patient or primary caregiver without compensation.
Incorrect Quantity Package received via transfer that was not correctly weighed or

counted. This should not be used to correct sales. If the package
quantity varies significantly, it should be rejected.
Notes section should be used to explain the error.
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Adjustment Reason

Mandated Destruction

Onsite Testing

OverPulled

Oversold

Research & Development

Sample Tested

Scale Variance

Spoilage
Theft

Under Pulled

Undersold

Voluntary Surrender

Waste (Unusable Product)

Weight Change Due to
Moisture

Reason Usage

Cannabis plant(s) or package(s) destroyed as a result of a State—
or local authority—-mandated or —supervised process, a response
to a health department advisory, or another similar
circumstance.

To indicate testing on a licensed premise for the purposes of
quality assurance of the product in conjunction with reasonable
business operations.

Note: Not to be used for official state testing

Too much product was placed in a new Metrc package, resulting
in less product remaining in the originating package than is
reflected in Metrc. This requires a note indicating the
corresponding package that was under pulled.

Notes section should be used to explain the error.

Over reported sales from the package.
Notes section should be used to explain the error.

Adjustment used to indicate product was used for Research and
Development

Used by laboratories during official state testing to report
quantities of a sample used during the testing process.
FOR LAB USE ONLY

When there is a measurable difference inthe weight of the
product due to a scale.

Deterioration of packaged product.

Discrepancy in cannabis product inventory due to theft; State
should be notified.

Too little product was placed in a new Metrc package, resulting
in more product remaining in the originating package than is
reflected in Metrc. This requires a note indicating the
corresponding package that was over pulled.

Notes section should be used to explain the error.

Underreported sales from the package.
Notes section should be used to explain the error.

In coordination with state and/or local jurisdiction, indicates that
the cannabis product was voluntarily surrendered and no longer
in the licensee’s possession.

Cannabis or cannabis product rendered and disposed of per
licensing authority regulations.

Packaged cannabis product’s weight has increased or decreased
due to moisture content change.

Exhibit 70: State of California Adjustment Reasons
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6.5.2 Importing CSV Files to Record Package Adjustment
Information

Metrc provides the option of making data entries for Package Adjustments using a
comma separated value (.CSV) files which is uploaded to Metrc using the Data Import
feature described in Section 9.

The CSV file is most commonly generated from third party software, but can be created
manually as well. The Metrc Mobile applicationalso creates a Package Adjustment CSV
file for upload using the Data Import feature.

6.5.2.1 Package Adjustment CSV File Format
Use the information below when building a Package Adjustment CSV file for upload to
Metrc.

Fields:
<Package Tag ID>,<Quantity>,<Unit of Measure>,<Reason>,<Optional Note><Adjustment
Date>,<Employee ID>

Example:
1A4FF0100000022000000710,-25.25,Grams, Theft,,2017-07-15,John.Jones@CanFarm.Com

Please note that the commas are just to designate the next column in the file. These
commas should NOT be placed in your file if you are using a .csv file/excel spreadsheet.
If you are using a .txt file, however, the commas are NEEDED.

Field Format Required Description
Package Tag ID Alphanumeric (24) Yes Tag ID of Package being adjusted
Quantity Alphanumeric Yes Amount of package adjustment -

positive (+) to increase quantity and
package and negative (-) to decrease

quantity
Unit of Measure Numeric Yes Unit of measure for adjustment
Reason Alphanumeric Yes Reason for the adjustment. See
Exhibit 70. Must match exactly.
Optional Note Alphanumeric Optional Explanation of the adjustment
Adjustment Date MM/DD/YYYY or Yes US Short Date or ISO 8601 Date
YYYY-MM-DD
Employee ID Alphanumeric Yes Metrc Username of the employee

taking the adjustment action
Exhibit 71: Package Adjustment CSV Record Layout

NOTE: Once a CSVis imported successfully, there is no way to automatically reverse the
import. Any corrections will have to be performed manually.
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Transfers

Metrc functionality to facilitate the transfer process is accessed from the Transfers menu
in the top navigation bar.

Licensed

Templates
External
Hub

Exhibit 72: The Transfer Menu

Information related to the transfer process includes the following:

1.

2.

A transfer must be created anytime a package moves from one licensee to
another, even if the two facilities are located on the same property.

To printa manifest, select the manifest number to highlightitinorange, then select
the View Manifest button and select Print.

Packages can only be transported from one licensee to another by a licensed
Distributor. A Testing Laboratory is allowed to transport test samples for official
state testing. Distributors and Testing Laboratories are required to record the
actual departure time from the origin facility and the actual arrival time at the
destination facility in Metrc real-time.

A package must be received inits entirety (the system DOES NOT allow receiving
a partial package).

A transfer can be rejected by individual package, or in whole by rejecting all
packages.

A rejected package requires the originating Licensee to receive the package back
into inventory.

A package must existinorder to be selected for transfer. Transfers are done in real
time and are inventory dependent.

When receiving a package, any adjustments to the weight, volume, or count may
be reported to the State.

If there are any questions about a transfer, reject it.
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Cultivating

Selling \/T

Packaged
Inventory

Packaged

ra nsferring

Packaged
Inventory

Infusing

Exhibit 73: The Transfer Process
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7.1 Licensed Transfers

A Licensed Transfer is a Metrc term for the transfer of cannabis or cannabis products
between Annual Licensees.

7.1.1 Creatingalicensed Transfer

Allinformation entered into the manifest fields on the NewLicensed Transfer page shown
in Exhibit 74 is required and can be saved and printed in PDF format. Save a copy of the
manifest for your records. Print a copy for the driver. Read all rules and regulations
regarding transferring and transfer manifests provided by the State of California to ensure
that the transfer is in compliance.

The New Licensed Transfers page is accessed by selecting the Licensed option from the
Transfers menu in the top navigation bar.

New Licensed Transfer

Transies Type
Dessnaven 1 00000 a B3 e x3® LIZNVY v o Dros-Dovin
taw,

Durnes Grece . ot v { Dvgacter @

Devtvatiom Look-up

Panned Rowte

ransler Schdule

Tramspon Look up Layoves
Tratapon 1 A1r 100001 o =3 & v
Driver Look-up Urop-Down . 2t Lioe B ' v &3 X o VWhicle Lockwp Drop-Down

Ve hicle information
Deher information

Phose No

Layover Schedule

Add/Sabtract Transporter Samon

<
<
<
<

Package Lok up n e
3 '
Whotesale Poice ,Ia’w ' 3 u
AddSabstrac | Package Button ﬂ re
B
Acd Sutrtract Destination Suttom

[ I
L)

Register Tprmplate Carrcel

Butco Button

Exhibit 74: Creating a New Licensed Transfer
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Destination Look-up

Destination 1 M10-0000004-LIC Q

Use this field to select the location to transfer to. Use the magnifying glass to find
the location in the list of all actively licensed businesses, which is sorted in
numerical order by license number.

Transfer Type Drop-down
Type | Transfer v

Use this drop-down to select the kind of transfer to perform. Transfer Types and
their usage are outlined in Exhibit 75 below.

Transfer Type Transfer Type Usage

Transfer Used for alltransfers except transfers requiring the use of a
Wholesale Manifest or Return manifest.

Return A Return transfer is used only for the transfer of defective
manufactured products back to the originating licensee.

Wholesale Manifest A Wholesale Manifest transfer is used when transferring products
to a Retailer licensee.

When a Wholesale Manifest is used, the originator is required to
record the wholesale price of each package in the transfer.

A Microbusiness functioning as a Distributor with a transfer that
includes a Retailer licensee, or another Microbusiness licensee
functioning as a Retailer, shall follow the process above.

It is recommended that Nurseries utilize a Wholesale Manifest

when transferring seeds orimmature plants to a Retailer.

Exhibit 75: State of California Licensed Transfer Types

Planned Route
Flanned Route
Use this field to specify the route to be taken for each leg of a transfer. If the
transfer is going from one location to another, only one route should be entered.

For multi-destination transfers, complete one field for each leg of the transfer. The
field shown is for an individual leg of the transfer.
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Transfer Schedule
Est. Departure | & | 12/15/2017 today
Y

>

03 P

n
on

v

£

Est. Arrival &  12/15/2017 today
-

>

05 P

n
on

Use the schedule to enter the estimated date/time for the departure, and expected
date/time for the arrival of the shipment. Data can be manually entered or selected
using the calendar date/time functions.

Transport Look-up
Transport#1  M13-0000010-LIC Q

Use this field to select the Distributor or Laboratory licensee that will transport the
package(s). Use the magnifying glass to display a list of all actively licensed
Distributors and Laboratory licensees. The list is initially sorted alphabetically by
license name and then by license number, but it can be sorted and filtered as
needed.

Layover Checkbox

[+ Layover

Check this checkbox if there will be a stop between the origin and destination
facility. This will display the Layover Schedule fields.

Layover Schedule

Est. Check-In | & | 12/15/2017 today Est. Check-Out & 12/15/2017 today
L) - L) L)
04 55 P 05 | 10 P
A A v v

Use the schedule to enter the estimated check-indate/time at the layover location,
and the estimated check-out date/time at the layover location. Data can be
manually entered or created using the calendar/time functions.
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Driver Look-up Drop-down

Joe Smith (Joe.Smith@CannabisTranspontDn"}ﬂ

This drop-down displays a list of drivers previously entered into the Driver
Information field. This includes Employee ID, Driver's Name, and Driver's Lic. No.
Driver information is not associated with vehicles.

H Driver Information

Employee ID | Joe Smith@CannabisTransport.c

Driver's Name | Joe Smith

Driver's Lic. No. | C013349792

Add each new driver’'s information, providing complete information for future use.
The Employee ID is a required field that can be used at the licensee’s discretion to

record an employee internal business ID number or other distinguishing employee
identifier.

Vehicle Lookup Drop-down
Ford Ranger CANTRAN1 v
This drop-down displays a list of vehicles previously entered into the Vehicle

Information field. This includes Vehicle Make, Vehicle Model, and License Plate.
Vehicle information is not associated with the driver.

Vehicle Information

Vehicle Make | Ford
Vehicle Model = Ranger

License Plate | CANTRAN1

Add each new vehicle’s information, providing complete information for future use.
This includes Vehicle Make, Vehicle Model, and License Plate.
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Phone No.

Phone No. | 209-454-9200 (use default)

G

Use this field to specify the phone number to display in the Contact Phone No. for
Inquiries field on the manifest. Selecting the use default hyperlink populates the
field with the main phone number of the originating facility.

Add/Subtract Transporter Button

Use the black Add (plus) button to add additional transporters to a manifest as
required. Only add transporters for each destination on a manifest. For multiple
destinations, add transporters to each individual destination (do not add all
transporters to a single destination).

The black Subtract (minus) button removes the corresponding transporter from
the transfer manifest. This button only displays when a subsequent transporter
has been added.

Package Look-up

Package #1 | 1 4rFF0100000022000000015 @ Q

Use this field to select packages in inventory to include in a transfer that have not
previously beenincluded in the transfer. Use the magnifying glass to display a list
of all packages in inventory.

Wholesale Price
Package #1 . _ ... e .
iz , a

Whsle. Price

When a Transfer Type of Wholesale Manifest is used to transfer packages to a
Retailer, a Wholesale Price field displays. Wholesale Price is a required field.
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Add/Subtract Package Button

Press the black Add (plus) button to add additional packages to a manifest as
required. Only add packages for each destination on a manifest. For multiple
destinations, add packages to eachindividual destination (do not add all packages
to a single destination).

Press the black Subtract (minus) button to remove the corresponding packages
from the transfer manifest. This button only displays when a subsequent package
has been added.

Add/Subtract Destination Button
©° o
Select this button to add an additional destination. When a new destination is
added, new fields display for completion, including Destination, Route, Schedule,
and Package.
Press the black Subtract (minus) button to remove the corresponding destination
from the transfer manifest. This button only displays when a subsequent
destination has been added.

Register Transfer Button

Select this button to finalize the manifest creation process and make it available to
all parties named in the transfer.

After a transfer has been created/registered, itis viewable by the licensee that
created it as Outgoing, by the licensee receiving it as Incoming, and by the State.
Transfers can be scheduled in advance for as many facilities as desired, and for
as many packages as needed, as long as the transfer meets regulations.

Cancel Button

Cancel

Select this button to prevent the transfer/manifest from being created.
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Remember:

e Atransfer cannot be generated for a package that has not been created. Only live
packages can be added to a transfer manifest and shipped.

e Metrcis a reporting system. All transfers should be completed based on all applicable
State of California rules and regulations. Metrc does not replace, alter, or change any

rules or regulations. Consult your Licensing Authority for further information on how to
manifest products.
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7.1.2 LicensedTransfer—Outgoing Tab

The Originating facility can view outbound transfers on the Outgoing tab of the Licensed
Transfers page shown in Exhibit 76.

Devtrators P Faccmgm Imzo e Cuts Cwates

s Trangter Betson o Mo ot Vew Marstest
e ——

Mo ter Cew TRT o Incomeng  Owtgomng ey Rewomd (0
-
—_—
Mo feat o e e i Owssoooen {1 Soee i Py § Erployem 1 Dote Created i
~ - . o130 - - Ar iz
fipanet arow e > OooITIM SR T 1 2 v it .

1 Voo krise

. » o Foge 1 o PO 20 ows per poge Vg 11108

Exhibit 76: The Licensed Transfers Page — Outgoing tab

New Transfer Button
MNew Transfer ‘

This button launches the New Licensed Transfer page so a transfer manifest form
can be created.

View Manifest Button
YWiew Manifest

Select this button to look at any existing manifest. First highlight the manifest for
viewing. The new manifest is created in PDF format so this will take a few
moments. The manifest can then be printed.

Manifest View Tabs

Incoming | Outgoing (1) | Rejected

Only manifests for the location the user is in may be viewed. Three available

options include:
Incoming, Outgoing and Rejected
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Manifest

Manifest H

This field displays the unique manifest number. To the right of the unique
manifest number are package detail icons. These icons provide an at-a-glance
view of the packages in the transfer. See Section 3.3 Common Elements for
more information on package icons. The user can hover over each icon to
determine its meaning.

Destination
Destination :

This field displays the Destination(s) of the transfer. If there is more than one
Destination, the value in the field displays as “(multi-destination)” and the user can
use the Drop-Down Menu Arrow to view all Destination information.

Stops
Stops H

This field displays the number of stops (destinations) specified on the manifest.

Packages
Pkg's =

This field displays the number of packages being moved in that transfer, along
with the other corresponding information.

Employee

Employee :

This field displays the employee at the facility that created the manifest.
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Dated Created
Date Created

This field displays the date the manifest was created.

Edit Button

Edit

Select this button to allow the originating facility to edit the manifest details until the
time a transfer leaves the facility.

Void Button

WVoid

Select this button to allow the originating facility to void the manifest details until
the time a transfer leaves the facility.
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Expand Arrow
[

This arrow indicates that there is additional detail available for the row.

Selecting the expand arrow to next to the Manifest number provides information
about the Destinations included on the manifest.

Exhibit 77: Manifest Destinations

Selecting the expand arrow to next to each Destination provides information about
the Transporter(s) and Package(s) specific to that Destination.

lm

' lm
- . ()

Exhibit 78: Destination Transporter and Package Information

Selecting the expand arrow to next to each Package displays tabs containing Lab
Results (if applicable) and the History of the package. See Section 6.2 for more
information about the content of these tabs.

Remember:

-

e Each field with the * symbol can be filtered and sorted (see search functions for
more details).
e Use the Expand Arrow to review all information about that manifest.
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7.1.3 Viewing a Manifest

When the Register Transfer button is selected on the New Licensed Transfer page, a
pop-up message is displayed confirming the registration and providing a link to view the
manifest. Clicking inside the pop-up opens the PDF version of the manifest ina new
browser tab. Exhibit 79 below shows an example of the pop-up displayed when using a
Chrome browser. The type of browser being used and the browser notification settings
may impact the behavior of this pop-up.

Licensed Transfers e X
@ Registered # 15001

(click to view manifest)

testing-ca.metrc.com

Exhibit 79: The Transfer Confirmation Message

A manifest can also be viewed by selecting the View Manifest button. The View Manifest
button is available in the Incoming, Outgoing and Rejected pages. Select the manifest
before selecting the View Manifest button.

L New Transfer View Manifest

Incoming Qutgoing (13) R

Manifest

0000015101

Exhibit 80: The View Manifest Button

Once the appropriate manifest has been highlighted and the View Manifest button has
been selected, a new browser tab launches and the manifest opens as a PDF file.

NOTE: Viewing the manifest requires adjusting the computer settings to allow popups
from Metrc.

The manifest can be printed or saved from View Manifest using the browser’s Print and
Save buttons.

NOTE: Be sure to print the manifest for the driver before he/she leaves the facility.
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7.1.4 Modifyinga Transfer

A transfer can be modified as shown in Exhibit 81, or voided, up until the time that the
Distributor or Testing Laboratory marks that it has departed the facility. Once the transfer
process has begun, the transfer may not be modified except by the Distributor or Testing
Laboratory to edit estimated departure and arrival times, or driver and vehicle information
(see Edit Transporter Info below).

When modifying transfers, each of the transfer fields may be modified at the same level of
detail as when the transfer was created. Edits may be completed for a variety of reasons
including: error correction, changes in destination, changes in product, etc. The transfer
process is a key component of the chain of custody process, and modifying a transfer
manifest should be handled appropriately.

To modify a transfer, navigate to the Outgoing tab on the Licensed Transfers page (see
Section 7.1.2). Locate the proper transfer and select the Edit button.

Masifest Edit Ucensed Transfer

Destination Lock-up
Destnatien 1 o = . Traroler Type Drop-Down
Planned ooute = 1

- -

Y Y ° Tromater Schedue
= )
N -
= ~ v
Trisapont Lock-ug
Transpon # 1 a u ¢ _move
Dewer Lookop Drog down ° . . o Viehecke Lnok-up Orop-Doam
Ll
otscte Intarneat
] necs .

- -~ - -
o Lirpor cheduls

° > 2% b4 N

Package Lookup Package 4 1
g | a
Add/Subtract Packagy Button ° 0 B
Add/Subtract Destination Button o
—_—

Save Transfer Cancel

Exhibit 81: The Edit Licensed Transfer Page
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The EditLicensed Transfer page shownin Exhibit 81 shares many elements with the New
Licensed Transfer page (blue annotations). Please see the Section 7.1.1 above for a
description of these shared elements. The elements unique to the New Licensed
Transfer Template page (red annotations) are described below.

oI\/Ianifest

Manifest = 0000000515

This field displays the unique manifest number.

oSave Transfer Button

Select this button to save the updates to the manifest and make the updated
manifest available to all parties named in the transfer.

Remember:

New packages can be added or packages may be removed. However, packages cannot
be adjusted from the Transfer page. If a package must be adjusted, remove it from the

transfer to make the adjustment. After the package has been adjusted, it can be added
back into the transfer.
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7.1.5 Voiding a Transfer

Voiding a transfer can only be completed by the originating business. Voiding a transfer

permanently eliminates it and moves the product back into the originator’s inventory. To
void a transfer, navigate to the Outgoing tab on the Licensed Transfers page (see Section
7.1.2). Locate the proper transfer and select the Void button.

After the Void button is selected, a prompt displays asking to confirm the void, as shown
in Exhibit 82. Press OK to confirm the void.

& N\
Message from webpage &J

(Ol Are you sure you wish to void Transfer "0000000301"7

0K Cancel

Exhibit 82: Void Transfer Confirmation Message

Once a transfer has been voided, it cannot be reinstated and all associated packages will
be returned to the transfer originator’s inventory.
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7.1.6 LicensedTransfer—Incoming Tab

The Destination facility can view incoming transfers on the Incoming tab of the Licensed
Transfers page shown in Exhibit 83.

prmane At fitmater actew
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Exhibit 83: The Licensed Transfers Page - Incoming Tab

New Transfers Button

MNew Transfer|

Select this button to launch the New Transfer page so a transfer manifest form can
be created.

View Manifest Button
View Manifest J

Select this button to look at any existing manifest. First highlight the manifest for
viewing. The new manifest is created in PDF format so this will take a few
moments. The manifest can then be printed.

Manifest View Tabs

Incoming Cutgoing Rejected ‘

Only manifests for the location the user is in may be viewed. The available tabs
include: Incoming, Outgoing and Rejected.
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Manifest

Manifest :

This field displays the unique manifest number. To the right of the unique
manifest number are package detail icons. These icons provide an at-a-glance
view of the packages in the transfer. See Section 3.3 Common Elements for
more information on package icons. The user can hover over each icon to
determine its meaning.

Origin
Origin H

This field displays the location where the transfer was created, along with the other
corresponding information.

Type
Type :

This field displays the kind of transfer being performed. Transfer Types include:
Transfer, Return, and Wholesale Manifest. See Exhibit 75 above for a
description of each Type.

Packages

Pkg's H

This field displays the number of packages being moved in a transfer, along with
other corresponding information.

ETD (Estimated Time of Departure)
ETD :

This field displays the time the transfer will leave the point of origin entered into the
transfer manifest for that transfer.
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ETA (Estimated Time of Arrival)
ETA :

This field displays the time the transfer should arrive at the destination entered in
the transfer manifest for that particular transfer.

Received

Received :

This button displays the time the recipient of the transfer selected the Receive
button. This may or may not correspond to the drop off time. Itis important for the
receiving licensee to select the Receive button as soon as the product is received
and verified in order to avoid discrepancies.

Expand Arrow

>

This arrow indicates that there is additional detail available for the row.

Selecting the expand arrow to next to the Manifest number provides information
about the Transporter(s) and Package(s) included in the transfer.

Exhibit 84: Manifest Transporter and Package Information

Selecting the expand arrow to next to each Package displays tabs containing Lab

Results (if applicable) and the History of the package. See Section 6.2 for more
information about the content of these tabs.
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7.1.7 ReceivingaTransfer

Receiving a transfer is the final point of exchange in the chain of custody.

Licensed Transfers

et i Sngn i Type Ergr | ap) { AR i I { Pacerms

a- B

v i &=
« @ = e O
+ o Page ] e peT ege 1 i (o)

Exhibit 85: Receiving a Transfer

To display the contents of the shipment for review prior to accepting the packages, use

the Drop-Down Menu Arrow to the left of the transfer Manifest ID number as shown in
Exhibit 85.

The Receive button is on the right side of the transfer manifest, as shown in Exhibit 85.
Pressing the Receive button does notaccept the transfer but rather launches the Receive
Licensed Transfer page as shown in Exhibit 86 below, which allows the Destination

facility to adjust the quantity received, reject the entire transfer, reject specified packages
in the transfer, or accept the transfer as is.
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Regect Package Checkbox

Shipped/Received Quantity

Whaodesale Price

-

2

nt
i

i <]

i

4

3 v
: 1

g 9

3

-

R

Recewe Transfer Canced
Buttan Bastton

Exhibit 86: The Receive Licensed Transfer Page

Shipped/Received Quantity
Shipped Qty. | 25 ed [] Reject

Receive Qty. |29 |

The Shipped Quantity (Qty.) field displays the amount of product that was
recorded when the package was created. The same product quantity is
auto-populated in the Receive Quantity field. Two choices are available if the
Shipped Quantity does not match the Received Quantity:

e Adjust the package in the Received Quantity field to correct the variance, or

¢ Reject the package

Wholesale Price
Whsle, Price  872.96

Retailers and Microbusinesses performing licensed Retailer activities: The
Wholesale (Whsle) Price field displays the wholesale price of the product that was
recorded when the transfer was created. If accepting a product in the transfer
and the wholesale price is incorrect, enter the correct price in the Wholesale Price

field.

If the package is accepted, any adjustments entered in the Received Quantity and
Wholesale Price fields display in the Manifest details as shown in Exhibit 87.
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Exhibit 87: Received Quantity and Wholesale Price Adjustments in Transfer Details

Reject Package Checkbox

Reject Reason - Select - v

Optional Note

Select this checkbox to allow a single package to be rejected from a transfer
without rejecting the entire transfer. To reject a package, select the Reject
checkbox next to the corresponding package and select a reason from the Reject
Reason drop-down. An Optional Note can also be entered, but is not required.
Reasons to reject a package are shown in Exhibit 88.

Rejection Reason Reason Usage
Damage There has been damage to the plant or package.

Data Entry Error A package(s) cannot be accepted by the receiving licensee due to a
data entry error that occurred when the manifest was created.

IncorrectIltem A manifest was created with the incorrect item and must be rejected.
(Transfer)

Incorrect Quantity = Package received via transfer that was not correctly weighed or
counted. This should not be used to correct sales. If the package
quantity varies significantly, it should be rejected.

Notes section should be used to explain the error.

Spoilage Deterioration of packaged product.

Theft Rejection of a package when product has been stolen in transit.
Exhibit 88: State of California Package Rejection Reasons
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When a package is rejected, the received quantity and unit of measure disappear.
Any package not checked will be received. At that point, the user can accept the
transfer and the rejected package(s) will remain in the custody of the sender. To
reject the entire transfer, check the Reject checkbox for all packages in the
transfer.

Receive Transfer Button

B e T
\ ! ‘A - o |

Select this button to accept the transfer and move the packages into the recipient’s
inventory unless the package(s) have been rejected. Press the Receive Transfer
button to record the package rejection(s), as well as accepted packages. Rejected
packages are returned to the inventory of the facility initiating the transfer.
Accepted transfers are added to the inventory of the Destination facility.

Cancel Button
Cancel

Select this button to prevent the transfer/manifest from being received. The
Licensed Transfer page will display.
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7.1.8 Receiving a Rejected Transfer - Rejected Tab

Transfers rejected by the Destination facility appear on the Rejected tab, shown in Exhibit
89, of the Licensed Transfer page of the Originating facility.

Estimated Actua Estimated Actud 2
‘i i T 3 i i 7 Received
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icensed Transfers

New Transfer Button o e New Transfer | View Manifest |
Man fest View Tabs o — incoming  Outgoing (12) | Rejocted(3) ‘ ‘
} ! { { !

4 \ | ‘ |

| a-

Manifest —_—
5 ST Manifest | Orign 3 Type i Prgs i ETO i ATD i ETA i ATA i Received H
09:55 pony 1252 pm 12:00 pm 0113 pm 01:13pm
“ a4 o Page 1 of 1 (™ 20 v  rows per page Viewing 1-1(1total)
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Exhibit 89: Receiving a Rejected Transfer

The Rejected tab contains the same elements as the Incoming tab. Please see Section
7.1.6 above for a description of these shared elements.

The Originating facility must select the Receive button to put rejected packages back into
their package inventory.

Industry User’'s Guide — CA Supplemental Rev 4.2



When the Receive button is selected, the Receive Rejected Transfer page displays,
shown in Exhibit 90.

Recoive Rejected Transfer
Manitest 0007 Trans%es Type Transter

Qrigin Lic. No ML X000 Ongn Name

Main Prons N D09-454-020% Motie Prone No

Transponier Lic, No AT 10000002 L) Transpormer Name

Fhone No. o Questons 205458 4200

Exhibit 90: The Receive Rejected Transfer Page

The Received Rejected Transfer page is very similar to the Receive Transfer page,

135

as

although the only entries that can be made are Rejection Reason and Notes. Once the

Receive Transfer button is selected, the rejected package(s) are put back into the

facility'’s package inventory. A reason for rejecting a package mustbe entered. A note can

also be entered but is not required.

Industry User’'s Guide — CA Supplemental Rev 4.2



136

7.2 LicensedTransfers Templates

Licensed transfers made on a regular basis to the same Destination licensee utilizing the
same Planned Route, Transporter(s), Driver(s) and/or Vehicle(s) can be recorded in
Metrc most efficiently when a transfer template is employed.

A template can be used to record these types of transfers with minimal data input to suit
the circumstances of a particular transfer and specify the packages to be transferred.
The template can also be copied as a starting point to create additional templates.

The Licensed Transfers Template page shown in Exhibit 91 is accessed by selecting the
Templates option from the Transfers menu in the top navigation bar.

Template  Manfest Destination Stops Pkg's DateCreated
Licensed Transfers Templates
1 ‘ ‘ ‘
New Tempiae o— = New Template J a- =.
—_— S— —
Template :  Manifest $ Destination 3 Stops 3 Pka's $ Date Created 3 o Use Button
2421 c Copy Button
Expand Arrow @ — > TestTemplate T-0000000201 NA 1 1 Daaens i o il
03:40 pm £t
5 ,@ Edit Button
x
1 1 of 1 N 20 v rows perpage Viewing 1-1(1total) & @ Void Button

Exhibit 91: The Licensed Transfers Templates Page

New Template

New Template J

-

This button launches the New Licensed Transfer Template page described in
Section 7.2.1 below.

Template

Template :

This field displays the template name.

Manifest

Manifest i

This field displays the unique number assigned to the template.
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Destination

Destination :

This field displays the Destination(s) of the transfer. If there is more than one
Destination, the value in the field displays as “(multi-destination)” and the user can
use the Expand Arrow to view all Destination information.

Stops
Stops :

This field displays the number of stops (destinations) specified on the transfer
template.

Packages

Pkg's H

This field displays the number of packages included on the transfer template.
The user can use the Expand Arrow to view all Package information.

Date Created
Date Created i

This field displays the date the transfer template was created.

Use Button

Use

This button launches the New Licensed Transfer page (see Section 7.1),
pre-populated with the values specified on the selected template.

Copy Button
Copy

This button launches the New Licensed Transfer Template page, pre-populated
with the values specified on the selected template.
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Edit Button
Edit
This button launches the Edit Licensed Transfer Template page populated with

values from the selected transfer template. Allfields except the template number
are editable.

Discontinue Button

x

This button discontinues the selected transfer template so it can no longer be
used.

Expand Arrow
[

This arrow indicates that there is additional detail available for the row.

Selecting the expand arrow to next to the Template name provides information
about the Destinations included on the template.

Exhibit 92: Manifest Destinations

Selecting the expand arrow to next to each Destination provides information about
the Transporter(s) and Package(s) specific to that Destination.
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Exhibit 93: Destination Transporter and Package Information
Selecting the expand arrow to next to each Package displays tabs containing Lab

Results (if applicable) and the History of the package. See Section 6.2 for more
information about the content of these tabs.
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7.2.1 Creating Licensed Transfer Templates

To create a template, select the New Template button on the Licensed Transfers
Templates page to access the New Licensed Transfer Template page. The New
Licensed Transfer Template page is used to specify the name of the template and the
values to populate in the template.

New Licensed Tranafer Tamlate

Dastineon Lock-up °
Cestnatos | 1y aQ B

Trarnter Type
Drop-Down

Tranefer Schedule

<
L
[y
a
3
3

Transpoet Look-up °
Tamgonat Sl © |
Driver Lock-up Drog-Dows ° Vehele Look-ug Drop-Oown
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S
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Exhibit 94: The New Licensed Transfer Template Page

The New Licensed Transfer Template page shown in Exhibit 94 shares many elements
with the Create a Licensed Transfer page (blue annotations). Please see the Section
7.1.1 above for adescription of these shared elements. The elements unique to the New
Licensed Transfer Template page (red annotations) are described below.

oN ame

Mame

Use this field to specify the name of the transfer template.
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° Register Template Button
Register Template

Select this button to finalize the creation process and make the transfer template
available to create new licensed transfers and additional transfer templates.
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7.2.2 Editing Licensed Transfer Templates

Select the Edit button associated to the transfer template to be updated on the Licensed
Transfers Templates page to access the Edit Licensed Transfer Template page.

Edit Ucansed Tranaler Template
Name
Destination Look-ug o
Dasteation 1 1 a Bl
P Mfxx) NOesE J

Mardhel Tenrats

Trateler Type Ovop-Down

Trarater Scheduie

nnnnn
Transparn & ¥ a n Lo

Vehucks Look wp Orop Down

Vehbe nloematon

Laywvnr Schechibe

«
<
£

Package Look.ug
A/ Scitract Packige Sutton
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R s pasen o
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Exhibit 95: The Edit Licensed Transfer Template Page

The Edit Licensed Transfer Template page shown in Exhibit 95 shares many elements
with the New Licensed Transfer page (blue annotations). Please see the Section 7.1.1
above for a description of these shared elements. The elements unique to the Edit
Licensed Transfer Template page (red annotations) are described below.

oName

Name Transfer

Use this field to change the name of the transfer template.
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ol\/IanifestTempIate

Manifest T-0000000701
Template

This field displays the unique number assigned to the transfer template.

oSave Template Button

Save Template

Select this button to save the changes made to the transfer template.
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7.3 External Transfers

An External Transfer is a Metrc term for the transfer of cannabis or cannabis products
between an Annual Licensee (Metrc enabled) and a Temporary Licensee (non-Metrc
enabled).

The process and functionality related to External Transfers is provided in the Transition
Period Guide.

Industry User’'s Guide — CA Supplemental Rev 4.2



145

7.4 Transfers Hub

Licensed Distributors and Testing Laboratories use the Transfers menu in the top
navigation bar to access the Transfers Hub page shown in Exhibit 96 to manage
transfers.

The Transfers Hub page provides Distributors and Testing Laboratories with the ability to
view a manifest, edit transporter information, and record actual departure, arrival, layover
check-in, and layover check-out dates/times in real-time.

Exhibit 96: The Transfers Hub Page

View Manifest
l View Manifest ‘

Select this button to look at any existing manifest. First highlight the manifest for
viewing. The new manifest is created in PDF format so this will take a few
moments. The manifest can then be printed.

Manifest

This field displays the unique manifest number.

Manifest
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Origin
Crigin H

This field displays the License Number and Facility Name that created the
transfer.

H Destination

Destination :

This field displays the License Number and Facility Name that will receive the
transfer.

Driver
Driver H

This field displays the name of the driver assigned to complete the transfer.

Vehicle Info
Vehicle Info H

This field displays the vehicle assigned to perform the delivery by Make, Model
and License Plate Number.

Packages
Pkg's

This field displays the number of packages being moved in that transfer.

ETD (Estimated Time of Departure)
ETD :

This field displays the date/time the transfer is scheduled to leave the point of
origin as recorded on the transfer manifest for that particular transfer.
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ATD (Actual Time of Departure)
ATD :

This field displays the date/time the transfer left the point of origin, populated with
the date/time the Transporter selected the Depart button for the manifest.

ECI (Estimated Time of Check-in)
ECI :

This field displays the date/time the Transporter is scheduled to arrive at the
layover location as recorded the transfer manifest for that particular transfer.

Check-in
Check-In H
This field displays the date/time the Transporter arrived at the layover location,

populated with the date/time the Transporter selected the Check-In button for the
manifest.

ECO (Estimated Time of Check-out)
ECO :

This field displays the date/time the Transporter is scheduled to depart from the
layover location as recorded the transfer manifest for that particular transfer.

Check-out
Check-Out

This field displays the date/time the Transporter departed from the layover
location, populated with the date/time the Transporter selected the Check-Out
button for the manifest.
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ETA (Estimated Time of Arrival)
ETA :

This field displays the date/time the transfer is scheduled to arrive at the
destination facility as recorded on the transfer manifest for that particular transfer.

e ATA (Actual time of Arrival)
ATA

This field displays the date/time the transfer arrived at the Destination facility,
populated with the date/time the Transporter selected the Arrive button for the
manifest.

Edit Button

Edit

Press this field to display the Edit Transporter Info page allowing the Transporter
to edit estimated departure and arrival times, as well as the assigned driver and
vehicle information on the manifest. Once the Arrive button has been selected on
the Transfers Hub, the Edit button is no longer available.

Depart Button

Depart

This button enables the Transporter to record the actual departure date/time from
the Originating facility. When the Depart button is selected, a prompt displays for
the user to confirm the action, as shown in Exhibit 97.

Message from webpage — ﬁ

e, Are you sure you wish to set Transfer # 0000000518 as Departed?

1 OK | Cancel 1

Exhibit 97: The Departure Confirmation Message
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When there are multiple Transporters used for the transfer, the Depart button
should only be used by the Transporter that actually picks up the shipment at
the Origin facility. The Depart buttonis notintended to be used to report the
time the transfer was handed off from another Transporter or for any other
purpose. When the Depart button is clicked, the current date/time is
recorded on the manifest as the departure date/time from the Origin facility.

Check-In Button
Chech-In
This button enables the Transporter to record the actual arrival date/time at the
layover location. When the Check-In button is selected, a prompt displays for the
user to confirm the action. The Check-In button displays only if a scheduled
layover is recorded for the Transporter.

Message from webpage — &

e Are you sure you wish to Check-In Transfer # 00000005187

OK | Cancel

Exhibit 98: The Layover Check-In Confirmation Message

Check-Out Button
Cheok-Dut

This button enables the Transporter to record the actual departure date/time from
the layover location. When the Check-Outbutton is selected, a prompt displays for
the user to confirm the action. The Check-Out button displays only if a scheduled
layover is recorded for the Transporter.

Message from webpage — &

9 Are you sure you wish to Check-Out Transfer # 00000005187

oK | Cancel

Exhibit 99: The Layover Check-Out Confirmation Message
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Arrive Button

Arrive

This button enables the Transporter to record the actual arrival date/time at the
Destination facility. When the Arrive button is selected, a prompt displays for the
user to confirm the action, as shown in Exhibit 100.

Message from webpage — &'

e Are you sure you wish to set Transfer # 0000000518 as Arrived?

| OK Cancel

Exhibit 100: The Arrival Confirmation Message

When there are multiple Transporters used for the transfer, the Arrive button
should only be used by the Transporter that actually delivers the product to
the Destination facility. The Arrive button is not intended to be used to report
the time the transfer was handed off to another Transporter or for any other
purpose. When the Arrive buttonis clicked, the current date/time is recorded
on the manifest as the arrival date/time at the Destination facility.

Drop-Down Menu Arrow
*

This arrow indicates that the file has additional detail available for viewing.

Selecting this arrow displays information on the packages included on the
manifest for that particular transfer.
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7.4.1 Editing Transporter Information

Select the Edit button associated to the transfer to be updated on the Transfers Hub page
to access the Edit Transporter Info page.

Edit Tranaportsr Info
Mandesz

Qnign LIz No. Lt Destnation Lc No

1 Narre

Mot Phone D

Lo Prusie Iy A ' S
Lantee Frove ' 3042
Estimated Departiae o Est Depanare 3 ey Ix A B f o ’ Estmaned Aroval
' A AN

Dviver Infomeation Vehicle information

Estimated Check:In

z
"

g
L]

Estemated Check-Out
- -~ -~ -~

~ -~ . v

Update Transportes
o Button

Exhibit 101: The Edit Transporter Info Page
Only fields related to the transporter are editable on the Edit Transporter Info page.

These editable fields are described below.

Estimated Departure

Est Departure i@ 06/05/2018 today
A

-
10 00 AM
v v

Use the Estimated Departure field to update the estimated date/time for the
departure from the Origin facility. Data can be manually entered or created using
the calendar date/time functions. Once the Depart button has been selected on
the Transfers Hub, the Est. Departure cannot be updated.
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Estimated Arrival

Est. Arrival i@ 06/07/2018 today
-~ ~
0 00 AM
v v

Use the Estimated Arrival field to update the expected date/time for the arrival of
the shipment at the Destination facility. Data can be manually entered or created
using the calendar date/time functions. Once the Arrive button has been selected
on the Transfers Hub, the transporter information on the manifest is no longer

editable.

Driver Information

Employee ID Driver1221
Driver's Name Joe Drive21
Driver's Lic. No C01389121

Use the Driver Information section to update the Employee ID, Driver's Name and
Drivers License Number. The Employee ID is arequired field that can be used at
the licensee’s discretion to record an employee internal business ID number or
other distinguishing employee identifier.

Vehicle Information

Venhicle Make Honda
Vehicle Model Accord
License Plate CANCON21

Use the Vehicle Information section to update the Vehicle Make, Vehicle Model,
and License Plate.

Estimated Check-In

Est. Check-In @ 06/05/2018 today
~ A
10 00 PM
v v

Use the Estimated Check-In field to update the estimated arrival date/time at the
layover location, ifapplicable. Data can be manually entered or created using the
calendar/time functions. Once the Check-In button has been selected on the
Transfers Hub, the Estimated Check-In cannot be updated.
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H Estimated Check-Out
Est, Check-Out & 06/06/2018 today
o)

~
12 1 00 PM

v v
Use the Estimated Check-Out field to update the estimated departure date/time at
the layover location, ifapplicable. Data can be manually entered or created using
the calendar/time functions. Once the Check-Out button has been selected on
the Transfers Hub, the Estimated Check-Out cannot be updated.

Update Transporter Info Button

Update Transporter Info
Select this button to update the transporter information on the manifest.
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8 Sales

Sales are reported by the industry to record the transfer of cannabis products to a
consumer, patient or caregiver.

8.1 Entering Sales

Sales information is only captured after a Retailer License number has been selected.
Recording sales is required for reporting the last event in the chain of custody.

Sales may be entered in two ways:

e Manually
e Data Import (via CSV file upload or API from a Third-Party Vendor that has completed
the certification process with Metrc and the State)

Sales may also be entered from a POS system and must be entered within 24 hours of
occurrence. In addition, physical inventory must be reconciled with Metrc at least once
every 14 days.

8.1.1 Sales Receipts

From the Sales menu in the top navigation bar select the Receipts option to access the
Sales Receipt page as showninExhibit 102. Select the button applicable to the action to
be taken. Each button is described below.

Record Receipts Edit Receipts Finalize Unfinalize Import Daily Sales Void
Button Button Button Button Button Button Button

1 1 1
Sales Receipts
|

Record Receipts Edit Receipts Finalize | Unfinalize

Cannabis Sales | M10-0000004-LIC ~

Import Daily Sales (read-only) & =-
N— —

Receipt i Sales ¢ | Customer Type i Patient :  Caregiver :  Packages :  Total : | Finalized
» 0000000086 09/05/2018 10.04 am Consumer 1 $323.00 N Void
» 0000000081 08/14/2018 02:15 am Patient 2 $64.59 N Vot
ol a Page 1 of 1 N 20 v rows per page Viewing 1-2(2total) O

Exhibit 102: The Sales Receipts Page Buttons

Record Receipts Button

’ Record Receipts ‘

Select this button to launch the Record Receipts page for manual sales receipt
entry.
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Edit Receipts Button
Edit Receipts

Select this button to launch the Edit Receipts page to edit manual sales receipts.

Finalize Button

Finalize |
—_—
To improve response time when looking up receipts on the Edit Receipts page,

mark receipts as finalized by highlighting a receipt or multiple receipts and then
selecting the Finalize button. A finalized receipt is grayed out on the Sales
Receipt list page and cannot be selected for editing.

Unfinalize Button

Unfinalize

Use the Unfinalize button if it becomes necessary to edit a receipt that was
previously indicated as finalized. Highlight the receipt(s) to be marked as
unfinalized and select the Unfinalize button.

Import Button

Impont

Select the Import button to launch the Data Import page to upload a Point of Sale
(POS) comma separated values (CSV) file into Metrc.

Daily Sales Button
. Daily Sales (read-only) J

Select this button to launch the Daily Sales page to view daily sales transactions.
This page will not be populated with any data, as California does not use this
method of recording sales.

Void Button
Void

Select this button to remove a sales receipt.
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Manually Entering Sales

Sales must be entered daily for each individual sales transaction. The following
information is required in order to enter sales manually:

ok wnNE

The date and time each sale took place.

The type of customer that made the purchase.

The Metrc Package ID for each package involved in the sale.

The quantity sold from each Metrc package.

The Unit of Measure in Metrc for each package.

The total dollar amount sold from each package before tax and after any discount
was given.

Once the required information is available, enter sales on the Record Receipts page
described in Section 8.1.2.1 below using the following steps:

1.
2.
3.

Select the date and time the sale occurred.

Select the type of customer: Consumer (adult-use), Patient, or Caregiver.

Enter the Package ID by either typing in the last three (3) numbers of the package,
or use the magnifying glass icon to find the package.

4. Enter the Quantity sold.
5.
6. Enter the Total Price sold for that package before tax and after any discount was

Enter the Unit of Measure in Metrc.

given.

Press the blue Add + (packages) button to add packages to the Sales Receipt as
necessary and repeat steps 3 through 6.

Pressthe Add + (sales receipts) button and repeat steps 1 through 7 as necessary
to add multiple Sales Receipts simultaneously.

Select the green Record Sales Receipt button at the bottom of the page to record
all the sales.

Sales Receipts are editable (including the ability to update date/time, type of customer,
guantity, price, and package details) using the Edit Receipts button on the Sales Receipts
page and removable using the Void button on the Sales Receipts page.
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8.1.2.1 Record Receipts
To access the Record Receipts page, select the Record Receipts button on the Sales
Receipts page shown in Exhibit 102 above.

Record Recelpts

Sales Receipt # 1 [ oty |
Sale Date/Time o Sae B 08320%E 100y Customer Coraumer
DetwTime -~ Patare o Customer Type
y /38 pul * Caregver
v v Careglenr N o Caegiver No
Patient o, o Patient No
» o
e o @) Puckage #1  taerrosocococascooccors o (Y Quamty £ac . [ 7 JE
amise (P Asmiazie 200 wa ToesiPsce 3 3500 © o
AddiSubtract Package Buttor o [
Add/Subtract Sales Rece pt Buttons @ ‘
Cancel
Shahes®
Hecord Sales Receipty  Conce
Button Button

Exhibit 103: The Record Receipts Page

Sale Date/Time

Sale i 06/05/2018 today
Date/Time A

12 : 33 PM

v v

Use Sale Date/Time fields to enter the date/time for the sale took place. Datacan
be manually entered or selected using the calendar date/time functions.

Customer Type

Customer Consumer
Patient

Caregiver

Use this field to specify the type of customer involved in the sale: Consumer
(adult-use), Patient or Caregiver.
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Caregiver No.

Caregiver No,

This field is enabled when a Customer Type of Caregiver is selected. California
does not require that the Caregiver be tracked, so an entry in this field is not
required.

Patient No.

Patient No,

This field is enabled when a Customer Type of Patient or Caregiveris selected.
California does not require that the Patient be tracked, so an entry in this field is
not required.

Package ID
Package # 1 Lo
g g A4FF0300000029000000002 W (clear) |

Use this field to look-up the Package ID involved in the sale.

Available
Avallable 50 ea

This is a read-only field indicating the quantity in the package.

Quantity
Quantity 5 Each v/

Use this field to indicate the Quantity sold from the package.

Total Price
Total Price | § | 25.00

Use this field to record the Total Price of the sale from the package before tax and
after any discount was given.
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Add/Subtract Package Buttons

B

Press the Add (plus) button to add additional packages to the Sales Receipt as
required.

Press the Subtract (minus) button to remove the corresponding packages from the
Sales Receipt. This button only displays when a subsequent package has been
added.

Add/Subtract Sales Receipts Buttons

i

Press the Add (plus) button to record additional Sales Receipts simultaneously.
Press the Subtract (minus) button to remove the corresponding Sales Receipts.
This button only displays when a subsequent Sales Receipt has been added.

Record Sales Receipts Button

Select this button to save the Sales Receipts.

Cancel Button

Cancel ”

Select this button to prevent the Sales Receipts from being recorded.
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8.1.3 Importing CSV Files to Record Sales

Metrc package ID numbers must be associated with one or more SKU items in the user's
Point of Sales (POS) system.

Use the POS system to exporta CSV file to your computer. The file can then be imported
manually into Metrc using the Data Import feature described in Section 9. Alternatively,
the Third-Party system can automatically upload the file using Metrc’s secure API (see
the API Third Party Vendor list to see which firms can interface with Metrc on the Metrc
website).

8.1.3.1 Sales (New)
Use the information below when building a Sales (new) CSV file for upload to Metrc.

Fields:
<Sales Date/Time>,<Customer Type>,<Patient Number>,<Caregiver Number>,<Package Tag
ID>,<Quantity>,<Unit of Measure>,<Total Price>

Example:
2018-01-23 12:30,Patient,,, ABCDEF012345670000011229,5,Grams,20.52

Please note that the commas are just to designate the next column in the file. These
commas should NOT be placed in your file if you are using a .csv file/lexcel spreadsheet.
If you are using a .txt file, however, the commas are NEEDED.

Field Format Required Description
Sales Date/Time YYYY-MM-DD HH:MM Yes ISO 8601 Date
Customer Type Alphanumeric Yes Valid Values: ~ Consumer , Patient or
Caregiver
Patient Number Alphanumeric No Numeric value.
Not required in California.
Caregiver Number Alphanumeric No Numeric value.
Not required in California.
Package Tag ID Alphanumeric (24) Yes Tag ID of Package involved in the
sale
Quantity Alphanumeric Yes Amount sold from the package
Unit of Measure Numeric Yes Unit of measure for package in
Metrc.

Valid values are: Each, Fluid
Ounces, Gallons, Grams, Kilograms,
Liters, Miilliliters, Ounces, Pints,
Pounds, Quarts
Total Price Numeric Yes Alphanumeric (do not include Ssign).

Total amount before tax and after
discounts

Exhibit 104: Sales (New) CSV Record Layout
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8.1.3.2 Sales (Update)
Use the information below when building a Sales (Update) CSV file for upload to Metrc.

Fields:

<Receipt Number>,<Sales Date/Time>,<Customer Type>,<Patient Number>,<Caregiver
Number>,<Package Tag ID>,<Quantity>,<Unit of Measure>,<Total Price>

Example:

0000123456,2018-01-23 12:30,Patient,,,ABCDEF012345670000011229,5,Grams, 20

Please note that the commas are just to designate the next column in the file. These
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commas should NOT be placed in your file if you are using a .csv file/excel spreadsheet.
If you are using a .txt file, however, the commas are NEEDED.

Field

Receipt Number
Sales Date/Time

Customer Type
Patient Number
Caregiver Number
Package Tag ID

Quantity

Unit of Measure

Total Price

Format Required

Numeric Yes

YYYY-MM-DD HH:MM Yes

Alphanumeric Yes
Alphanumeric No
Alphanumeric No
Alphanumeric (24) Yes
Alphanumeric Yes
Numeric Yes
Numeric Yes

Description
Numeric
ISO 8601 Date

Valid Values: Consumer , Patient or
Caregiver

Numeric value.

Not required in California.

Numeric value.

Not required in California.

Tag ID of Package involved in the
sale

Amount sold from the package

Unit of measure for package in
Metrc.

Valid values are: Each, Fluid
Ounces, Gallons, Grams, Kilograms,
Liters, Miilliliters, Ounces, Pints,
Pounds, Quarts

Alphanumeric (do not include Ssign).
Total amount before tax and after
discounts

Exhibit 105: Sales (Update) CSV Record Layout
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9 Data Import

The Data Import page is accessed using the upload icon on the top navigation bar
or from the Sales Receipt page by selecting the Import button. The functions that are
offered for upload are listed below:

Create Plantings / Plantings from Plants / Plantings from Packages
Immature Plants Growth Phase
Record Immature Plants Waste
Immature Plants Packages
Destroy Immature Plants
Plants Room

Plants Growth Phase

Record Plants Waste

. Manicure Plants

10.Harvest Plants

11.Destroy Plants

12.Packages from Harvest

13.Lab Results

14.Package Adjustment

15.Sales (new)

16.Sales (update)

CoNoOrWNE

if uploading multiple types of CSV files, it is recommended that they be uploaded in the
order listed above to avoid data collisions. For instance, if uploading a CSV to Manicure
Plants and another to Destroy Plants and the same plant is included on both files, the
manicure must be recorded prior to the destruction of the plant.
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Exhibit 106 shows the features of the Data Import page.
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T B

Exhibit 106: The Data Import Page

Data Import Tabs
There is a separate tab for each type of CSVfile. The tabs that display are

specific to a facility s/employee’s permissions to perform that type of action in
Metrc.

Immature Plants Actions:

Create Plantings  PReangs Yom PN Paoings tom Pacages mmadee Pams Packages. Imneoure Fans Grows Frgse Destroy inmanure Pams

Flowering Plant Actions:

Mants Room Flams Growh Phase Desiroy Planis MECID PRy Harves: Planes Recoed Paanis Wasto

Harvest Actions:

Hackagess o |arses,

Package Actions:
Fackags Al

Lab Actions:

Lab Hecsults |

Sales Actions:

Sales (new) Salas (updste)
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Data Import Information

[ -~

D - ~ » Ol e \ & ' 1 e
rFackage Adijustments import

Please review the Package Adjusiments Upload guidelines for information on the format required by the import process
All imported entries can be manuaily corrected by applying new Package Adustments from the Packages page

Once the import process is complste, you can review the uploaded data in the Packages page

The Data Import Information section provides helpful information related to the
type of CSV file being uploaded.

Select Files
Select files...

The Select Files button allows the user to browse their computer/network to
specify the CSV file to be uploaded. Files can also be dropped into this area for
upload. Multiple files can be uploaded at one time.

Selected Files

This is a list of CSV files which have selected for upload.

Clear Button
Clear

The Clear button is enabled only when CSV files have been selected for upload.
Clicking the Clear button removes all the files listed in the Selected Files section.

Upload Button
Upload
The Upload button is enabled only when CSV files have been selected for upload.

Clicking the Upload button initiates the process to upload all the files listed in the
Selected Files section.
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Uploaded File Details

The Uploaded File Details section lists the CSV files that have been uploaded for
the facility on that specific tab. See below for a description of each field.

File
File

The File field provides the name and location of the file that was uploaded.

Uploaded
Uploaded :

The Uploaded field provides the date and time the file that was uploaded.

Entries

Entries :

The Entries field lists the number of records on the uploaded file.

Status
Status :

The Status field provides the outcome of the upload. If successful, the status will
be Successfully Imported. If an error occurs during processing, the status will

display as Error - Not Imported. Clicking the “" next the record wil provide
details of the error(s).

Fre 1 Upkadced § Entnes $ Saas i User H

wr A" doen et wut it e sarmem Paptty
« 0 Page 1 i > - 30 v rewspe pige eing 1o | (T e o

The Row the error occurred on and a Message describing the error are provided
for trouble-shooting purposes. When an error occurs, none of the records on the
CSVile are processed.
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User
User :
The User field lists the name of the employee that uploaded the file.

Row

Row :
The Row field lists the row in the CSV file that contained the error.

Message
Mesrage i
The Message field describes the error encountered on the specified row in the
CSViile.
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CSV File Best Practices

Each row of the CSV file contains information about one Plant or Harvest action. While
the abbreviation “CSV” refers to any data file delimited with commas, different tools
implement the CSV format differently.

Itis recommended that the rules used by Excel be utilized when generating CSV files for
upload to Metrc:

No quotation marks (') or double quotes (") appear around string values in most
situations. Two exceptions to this rule follow:

O

If a string value from the extract contains a comma, the entire string is
surrounded by double quotes. For instance, if an ltem is defined as:

Star Trek, The Next Generation

it will be represented in the CSV file as:
"Star Trek, The Next Generation"

If a string value from the extract contains double quotes, use double quotes
around the string and also as an escape character. For instance, if an tem
is defined as:

Brownies "R" Us

it will be represented in the CSV file as:
VlBrownieS " "R" " US nw

e Empty fields are represented in the CSV file as the absence of text between
delimiting commas — in other words, two consecutive commas appear in the file.
This should only happen for the fields indicated as Optional inthe record layouts.

e The CSVfile should not include a header row.
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