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Montana - Metrc Support Bulletin

Bulletin Number: MTIB#004 Distribution Date: 09/10/18 ‘ Effective Date: 09/10/18
Contact Point: support@metrc.com Subject(s): New Features Release
Reason: Metrc is providing details on the newest feature releases for the system.

Greetings Metrc Users,

Metrc is pleased to provide some updates and information on the newest features available in the
software.

Navigation — Industry User

S metrc Plants

You will notice that the navigation bar has changed. Several navigation options have been delineated with
“1”. This represents a two-fold ability for that option. In the example below, if Transfers is selected, Metrc
navigates to the default page for Transfers (“Licensed Transfers”) and if the down caret is selected, a drop-
down menu of options is displayed.

Clicking Transfers vs Clicking the Down Caret

Clicking Transfers

Licensed

Templates

r\'_\ﬂmefrc Plants Packages Transfers |

Licensed Transfers

New Transfer | View Manifest

Incoming Outgoing (1} Rejected
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Clicking the Down Caret

2 X00420 |~

————f—
User Profile

APl Keys

Login History
Facilities

Log out

You will also notice that the user account area is delineated. In the example above, if X00420 is selected,

Metrc navigates to the User Profile. If the down caret is selected, the drop-down menu of options is
displayed.

User Profile

Contact Info. Security Info.
Full Name METRC INDUSTRY ADMIN Username  X00420
E-mail support@metrc.com Password
Phone Number +1-123-456-7890 Canfirm Password

If the navigation option is not delineated, it functions as it did before.
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Sales Receipt Finalize and Unfinalize Buttons

The Sales Receipt section of Metrc has been updated to include two new buttons: Finalize and Unfinalize.
A new Finalized column (filterable) has been added to the Sales Receipt grid as well.

ecord Receipls | Edit Receipts Finalze | Unénalize Impost Daity Saies (read-only)

Receipt Sales I | Cusiomer Type i Patient i Packages 1 Finalzed
[ Yoo

Wwloa o Page 1 of 1 Ca * | fows per page Viewing 1 -1 (1 total)

When a receipt is no longer active, select the receipt and click the Finalize button. The following window
will appear. Verify the receipt number and click the “Finalize Sales Receipts” button. Note: A receipt
should be considered “no longer active” once it becomes unlikely that it will need editing. Larger stores
may want to Finalize older Sales Receipts at a faster pace (e.g. on a weekly basis).

Finalize Receipts

Sales Receipt # 1

Receipt 0000000016

Finalize Sales Receipts  |[IROENS]

This will remove the receipt from the list of current receipts Metrc pulls when you edit receipts, which
will improve the performance of that functionality. Note: Only those receipts not marked as “finalized”
will display in the edit receipts window.

If a “finalized” receipt later needs to be edited, utilize the Unfinalize button on the Sales Receipts grid.
Select the desired receipt and click the Unfinalize button. The following window will appear. Verify the
receipt number and click the “Unfinalize Sales Receipts” button.

Unfinalize Receipts
Sales Receipt # 1

Receipt | 0000000016

Unfinalize Sales Receipts | cancel
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Metrc — Industry Training

Online classes:
Metrc New Business (Level 1) — All Facilities
Metrc Advanced (Level 2) — All Facilities

Metrc provides industry training and education workshops in person and online. Support Guides and
training videos are also available online 24/7x365.

Register for workshops or classes online at: www.metrc.com/montana
You must attend at least one New Business (Level 1) class online before you may register for other

We recommend that all industry users take classes every 3-4 months to stay updated on new
features or changes.

Metrc — Industry Support

Q- kit © Support ~

-

Manual / User Guide

Metrc provides live, interactive support for industry users and licensees. This information can be
found on our website, or under the Support tab when logged into the software as pictured below.

Check under the “Support” tab for additional resources

L x

ation | 403-X0003 ~

Montana Suppler tal Guide

CSV Formatting Guide
Proper RFID Tags Attachment

Customer Support:

- http//support. metrc.com/
- support@metrc.com

- 1-877-566-6506

Sign up for Training

Training Videos

Technical Support

Please be advised that the new CSV Formatting Guide is now located under the Support Tab when you
login to Metrc.

Please feel free to email support@metrc.com or call 877-566-6506 with any questions, or to request a
copy of previous industry bulletins.
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