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Bulletin Number: AKIB#004_060918  Distribution Date: 06/09/18 Effective Date: 06/08/18 


Contact Point: support@metrc.com Subject(s): New Features 


Reason: New Features 


 


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


Those additional options include Login history, Package detail icons, Transfers counter, and Destination licensee.  Please 


find following a full description of each new item detail:  


Login History 


 


The user drop-down menu has been updated to include Login history.  This option allows users to view the history of 


their logins.   
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Package detail Icons 


Instead of drilling down to see package details you will see icons which give, at a glance, a hint of the history of the 


package.   The user can hover over each icon to determine what it means.  


  


From left to right:               Contains at least one Plant Package 


    Contains at least one Product Package (e.g. buds, trim, brownies, etc.) 


    Contains at least one Lab Sample Package 


    Contains at least one Package flagged with "Product Requires Remediation" 


    Contains at least one Package that has Remediated Product 
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Transfers Counter 


The Package section (Active, On Hold, and Inactive) has been updated to include a counter which tracks transfers 


associated with each package tag. If there is a “house” icon, it will be followed by the number of transfers associated 


with that package tag.  If there is no “house” icon, then the package has never been transferred.  


 


Destination Licensee 


A new column labeled “Destination” has been added to the Transfer section to show the destination licensee.  If a 


transfer has one destination, the licensee’s name and license number will be displayed.  If the transfer has more than 


one destination, the text “multi-destination” will be displayed instead. 
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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 contact support at support@metrc.com or 877-566-6506 for any questions on these formats. 



mailto:support@metrc.com
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Metrc Live Workshops for the State of 
Alaska Recreational Cannabis Program 


              
______________________________________ 


Greeting Metrc Users, 


 


In our on-going efforts to provide industry support, we would like to announce that 


Metrc will be a holding live, in-person workshop in Anchorage, AK for licensed owners and 


employees in the State of Alaska on Tuesday, June 12th, 2018. 


 


Metrc Workshop 
 This workshop will involve a presentation to highlight important issues as well as a live 


demonstration & addressing actual problem scenarios encountered by the industry.  


 We will be focusing on common errors; how these errors are made, how to prevent them and 
how to correct them. 


 The workshop will also address unmet reporting requirements as well as other features within 
Metrc that may be used for the benefit of your businesses 


 


Workshop Registration 
Registration is available now: Metrc.com/Alaska 


 Space is limited, and workshops are available only to industry users, so all users will be required 


to register individually online attend 


o Each person must register individually online, those who are not registered will not be 


permitted to enter the class. 


 


Date, Time & Location 
Anchorage, AK 
Tuesday, June 12th 


9:00 AM – 12:00 PM AKDT 


The Atwood Building 


550 W. 7th Ave., Room 106 


Anchorage, AK 99501 



https://franwell.quickbase.com/db/bmtnadrpf?a=dbpage&pageID=2

https://franwell.quickbase.com/db/bmtnadrpf?a=dbpage&pageID=2
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Workshop Agenda 
These training workshops will cover various topics and we have set aside time after the scheduled 


training classes for live Q&A where we will attempt to address any questions that you have. 


Some classes will be attended by members of the Nevada DoT. 


 Reporting requirements that are not being met 


o Manual Entry 


o .CSV file uploads 


o API Integration 


 API & Integration Errors 


 API Keys, Connection 


 Common errors 


o Harvests 


o Plant & Product Waste 


 Proper tracking of Medical vs. Recreational product 


 Support & Training 


 


METRC - INDUSTRY SUPPORT 
Metrc is happy to provide training, training materials and support to all users and licensees in 


the industry at no additional cost. You may find additional documentation and links to 


resources within Metrc under your “Support” tab. 


 
 


For more information or if you have questions, please feel free to contact Metrc Support: 


Phone: 877-566-6506  


Email: support@metrc.com  


Website: www.metrc.com 


 



mailto:support@metrc.com

file:///C:/Users/K/Documents/My%20Drive/METRC/METRC%20-%20STATES/NEVADA/NV%20-%20BULLETINS/www.metrc.com
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Greeting Metrc Users 


 


The purpose of this bulletin is to provide additional guidance regarding system configurations, 


Phasing/Tagging Plants and reporting of Waste. 


 


 


Strains 
 All strain names must be strain specific.  


 Do not use generic names or acronyms for strains such as “Kief”, “Trim”, “Buds”, “Sativa”, and “BD” etc. 
 


INCORRECT                                                                                     CORRECT 


 
 


Items 
 All item names in Metrc must be item & strain specific 


 Do not use generic names for items such as “Buds”, “Strain”, “Flower” 
o This may not apply to Infused Products; Items created from a recipe which may not necessarily involve a single 


strain of Cannabis in the infusion or extraction process nor result in a strain specific item. 


 


Bulletin Number: AKIB#006  Distribution Date: 08/03/18 Effective Date: N/A 


Contact Point: support@metrc.com Subject(s): Strains, Items, Plant Phasing & Tagging), Waste 
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Tagging Plants 
All plants must be physically and digitally assigned a plant RFID tag once they reach 8 inches tall 


 


 Plant Tag Attachment: 
o Loop the plant tag strap through a single notch on one end of the plant tag 
o Wrap the tag around the trunk of the plant above the first branch 
o Lock it in place so that the plant tag hangs down next to the trunk 


 Attaching tags this way will improve visibility and utility of the bar codes 
o The plant tags should be visible and reachable 


 Do not leave the tags in the soil, in dense foliage or hanging off of the sides of containers 


 


Phasing Plants 
 Plants may not skip phases 


o You may not move a plant from immature to flowering without first moving it through Vegetative 


 Cultivators with auto-flowering (fast-flowering) plants: 
o You should first move the plants into the Vegetative Phase and assign a plant tag 
o You should contact the AMCO to let them know you are producing auto-flowering (fast-flowering) 


plants.  
o You should not be moving plants into the flowering phase until the plant begins to flower and produce 


buds. 
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Waste & Destroyed Plants 
Waste must be documented and reported in the appropriate areas of Metrc. We have broken waste reporting into four 


categories to identify the areas where and how you will report waste differently: 


 Pre-Harvest Waste 
o Destroyed Plants 


 Harvest Waste 


 Package & Production Waste 
 


Pre-Harvest Waste 
All Cultivation facilities must document and report any/all plant waste including plant waste generated prior to the 


harvest. This “Pre-Harvest Waste” should be recorded on your waste log within Metrc. 


Please remember that aside from reporting this waste material in Metrc, you must also follow all of the state rules & 


regulations regarding the physical destruction and/or disposal of Cannabis plant material. 


 Pre-Harvest waste does not have to be recorded strain specific 


 Pre-Harvest waste may be recorded in bulk & with multiple strains (by room) 


 You must select a “Waste Method” & “Waste Reason” when reporting waste in the waste log: 


 Waste Methods: 
o Grinding with compostable Material 
o Grinding with non-compostable material 
o Other method approved by the Department 


 Waste Reasons: 
o Pruning 
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You can record pre-harvest plant waste by Room 


 
 


 


You can also record pre-harvest plant waste by individual plants or groups 


 
 


 


Record the waste weight, method, reason date & time (include a brief description in the notes) 
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Destroyed Plants 
If you are destroying an entire plant, you should still report the weight of the material that is being reported as 


waste then report that the entire plant was destroyed. 


 


 First, remove the tag from the plant 


 Next, physically remove the plant from its pot/plot and weigh the plant material 
o Each facility will have slightly different methods for the destruction of plants but the amount of plant 


material being destroyed and removed from the facility as waste should be recorded in Metrc as waste 
before mixing it with anything (soil, trash etc.) to dispose of 


 Once recorded, proceed with destruction (mix material for disposal or re-use plant material as mulch) 


 Report the waste weight in the waste log as shown above 


 Only AFTER reporting the weight in the waste log, then report the plant itself as destroyed 


 


Make sure you include any relevant notes (Pest Infestation, Poor Quality, Damage etc.) 


 
 


Harvest Waste 
All waste physically created from a single strain-specific Harvest Batch must be reported to that single, strain-specific 


Harvest Batch within Metrc. 


 Waste should be reported for all sticks and stems produced from a harvest 


 You may not combine waste from other Harvest Batches or strains together 


 You may not guess, estimate, round or otherwise manipulate the data 
 Moisture Loss 


o Moisture loss should not be reported in the harvest batch area as waste 
o Moisture loss should be left in the Harvest Batch 
o Moisture loss will be shown in the “Moisture Loss” column in the “Inactive” section of your Harvests tab 
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Package & Production Waste 
Waste that is created after product has been packaged must be reported as a Package Adjustment to the specific 


Package that product was removed from. This includes but is not limited to: 


 Items that have dropped, opened, broken, are leaking or otherwise contaminated 


 Items that have failed testing 


 Items that have been ordered for destruction by the AMCO 


 Items that have spoiled/expired 


 Residual waste from production methods or extractions 
 


Select the appropriate Package and then click “Adjust” 


 


 


 


 


 


  







Alaska-Metrc Support Bulletin                                              


7 | P a g e  
 
 


METRC – INDUSTRY TRAINING 
Metrc provides industry training & education workshops in person and online as well as training guides and videos. 


 


 Register for workshops or classes online at: Metrc.com/Alaska 


 You must attend at least one New Business (Level 1) class online before you may register for other classes 


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


Online classes available: 


 Metrc New Business (Level 1) – All Facilities 


 Metrc Advanced (Level 2) 


 Metrc Advanced (Level 2) – Testing Labs (Not available via scheduler) 
 


METRC - INDUSTRY SUPPORT 
Metrc provides live interactive support for industry users and licensees. This information can found on our website, 


when logged into Metrc under your Support tab and listed below. 


 


Check under the “Support” tab for additional resources. 


 


 
 


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 contact support at support@metrc.com or 877-566-6506 with any questions or to request a copy of 


previous industry bulletins. 



https://franwell.quickbase.com/db/bmtnadrpf?a=dbpage&pageID=2

mailto:support@metrc.com
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Bulletin Number: AKIB#007_071318  Distribution Date: 07/13/18 Effective Date: N/A 


Contact Point: support@metrc.com Subject(s): Workshop Announcement 


Reason: Workshop Announcement 


 


Greeting Metrc Users, 


 


In our on-going efforts to provide training & support for the Cannabis industry, we would like to announce that 


Metrc will be providing in-person training workshops in September, 2018. These workshops will be open to all 


employees with agent badges in the Alaska Cannabis industry (Owners, Managers and Staff). 


 


Important Note - Minimum attendee requirement:  


 Due to the number of locations, distance of travel involved and historically low attendance for currently 
available training classes a minimum requirement for attendance has been put into effect.  


 We are respectfully requesting that industry users register as soon as possible online. If fewer than 15 users 
register for any single workshop, the workshop may be cancelled 


 


Workshop Overview 
 The purpose of these workshops is to address current issues and common errors experienced by the industry 


and the state regulatory authority 


 The workshops will be live, in-person  


 There will be a Q&A session after each workshop with Metrc staff 


 Workshops may have state personnel in attendance 


 


Workshop Registration 
Registration is available now: Metrc.com/Alaska 


 Space for workshops may be limited 


 Users who want to attend must register online at the link above 


o Each person must register individually online, those who are not registered may be denied entry 


 


Date, Time & Location 
Juneau, AK 


Monday, September 10th 


1:30 PM – 4:30 PM AKDT 


Location TBD 
 


Anchorage, AK 
Tuesday, September 11th 


Wednesday, September 12th 


1:30 PM – 4:30 PM AKDT 


Location TBD 


 


 


 



https://franwell.quickbase.com/db/bmtnadrpf?a=dbpage&pageID=2

https://franwell.quickbase.com/db/bmtnadrpf?a=dbpage&pageID=2
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Kenai, AK 
Thursday, September 13th 


1:30 PM – 4:30 PM AKDT 


Location TBD 


 


Fairbanks, AK 
Friday, September 14th 


1:30 PM – 4:30 PM AKDT 


Location TBD 


 


 


 


Workshop Agenda 
 


 Introduction 


 Review previous workshop notes 


 Common Errors 


 New Features 


 Training & Support 


Additional agenda items may be added without notice before the workshops or on a case-by-case basis. 
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METRC – INDUSTRY TRAINING 
Metrc provides industry training & education workshops in person and online as well as training guides and videos. 


 


 Register for workshops or classes online at: Metrc.com/Alaska 


 You must attend at least one New Business (Level 1) class online before you may register for other classes 


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


Online classes available: 


 Metrc New Business (Level 1) – All Facilities 


 Metrc Advanced (Level 2) 


 Metrc Advanced (Level 2) – Testing Labs (Labs must request training via email) 
 


METRC - INDUSTRY SUPPORT 
Metrc provides live interactive support for industry users and licensees. This information can found on our website, 


when logged into Metrc under your Support tab and listed below. 


 


Check under the “Support” tab for additional resources. 


 
 


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 contact support at support@metrc.com or 877-566-6506 with any questions or to request a copy of 


previous industry bulletins. 



https://franwell.quickbase.com/db/bmtnadrpf?a=dbpage&pageID=2

mailto:support@metrc.com
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Bulletin Number: AKIB#007 Distribution Date: 07/27/18 Effective Date: N/A 
Contact Point: support@metrc.com Subject(s): New Features, Updates 
Reason: Software update details and instruction 


 


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


Those additional options include Package adjustments input, two new columns in the Packages grid: 
Packaged By and Received From, Transfer Register/View Manifest, Tag assignment for Vegetative plants,  
and Unchecking columns in a grid.  Please find following a full description of each new item detail:  


Package Adjustments Input 


 
Under Adjust Packages, you are now able to specify the adjustment in one of two ways. You can enter 
the difference, or you can enter the new amount. Metrc calculates the new total or the adjusted 
amount based on the data input.  


Note: The UoM is restricted – you cannot contradict the current UoM.  If using New Quantity the UoM 
will automatically reflect the same as the current. However, if using Adj. Quantity, the UoM you select 
must be consistent with the current UoM (weight-based – weight-based or count-based – count-based). 
If a conflicting UoM is selected, an error notification will pop up to notify that the action is restricted. 


You can still finish a package here as well, if zeroing it out. 
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Uncheck columns in grid 


 
Although you have been able to uncheck columns to remove them from view, Metrc will now maintain 
this change while still in the same browser.  Every grid across Metrc has this capability.  Also, when 
exporting data from a grid, only the columns specified(visible) will be exported. 
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New columns: Packaged By and Received From 


 
Two new columns have been added to the Packages grid (Active, Inactive, and On Hold).  They are 
“Packaged By” and “Received From”.  Once selected (checked) these columns will appear within the grid 
and will remain visible until unchecked. The default will be for these new columns to be unchecked. You 
will need to click the three horizontal dots, select Columns and check the columns to add in order to 
see them in the grid. 
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Transfers – Register/View Manifest 
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For Licensed and External transfers, when creating new transfers or editing existing transfers, upon 
completion of the form select the Save Transfer button.  A browser request will appear asking for you to 
allow permission for notifications (See first image above), click allow.  You will then see a dialog box with 
the manifest number appear, click on it.  This allows you to view the manifest, however, the dialog box 
lasts for a few seconds only.  If you are unable to click on the box within that time, you can access/view 
the manifest by selecting the manifest number and clicking View Manifest.  Note:  Anywhere you can 
create/edit a transfer this dialog will occur. 


This functionality, if you choose to use it, will serve as a verification of the action you just performed. For 
example, if you edit a manifest you can view that manifest after saving without have to re-select the 
manifest and click on the View Manifest button. 
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Tag Assignment for Vegetative Plants 


  
Metrc now permits the assignment of tags to specific vegetative plants.  Under the Vegetative tab, 
select the desired plants, then click the Replace Tags button.  Select the tag sequence and the tag date, 
then click apply (green check). 
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Unique Harvest Batch Names 
Going forward with all Harvest Batches, the Harvest Names will be required to be unique. This change is 
necessary to support functionality coming soon to support CSV import for creating Packages from 
Harvests. If a name is entered and it has been previously used (Active, Discontinued or Finished), you 
will receive a notification that the name has been previously used and is not permitted. 


If you are continuing a harvest over multiple days, you will need to ensure that all information from the 
original harvest is the same. See below for the critical entries that must match: 


• Harvest Name 
• Harvest Type (Harvest or Manicure) 
• Start Date 
• Room 


 
 


Browser Update 
 
Microsoft has announced the End of Life for this browser and replaced it with Microsoft Edge. As a 
result, Metrc is officially dropping support for all versions of Microsoft® Internet Explorer, however 
Microsoft Edge (IE’s successor) is supported.  


If you use IE and are interested in learning about IE on your Windows operating system, please see the 
appropriate information listed below: 


 


Internet Explorer 11 EoL: 


- https://en.wikipedia.org/wiki/Internet_Explorer_11 
- "After 12 January 2016, only the most recent version of Internet Explorer to be offered for 


installation on any given Windows operating system will continue to be supported with security 
updates, lasting until the end of the support lifecycle for that Windows operating system." 


 


Operating System EoL (aka “support”) can be found here: 


- Windows 7 - https://en.wikipedia.org/wiki/Windows_7#Support_lifecycle 
- "Mainstream support for 7 ended on January 13, 2015." 


 


- Windows 8 - https://en.wikipedia.org/wiki/Windows_8 
- Right-hand side panel: "Unsupported as of January 12, 2016, must install Windows 8.1" 


 


- Windows 8.1 - https://en.wikipedia.org/wiki/Windows_8.1 
- Right-hand side panel: "Mainstream support ended on January 9, 2018" 


 



https://en.wikipedia.org/wiki/Internet_Explorer_11

https://en.wikipedia.org/wiki/Windows_7#Support_lifecycle

https://en.wikipedia.org/wiki/Windows_8

https://en.wikipedia.org/wiki/Windows_8.1
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- Windows 10 - https://en.wikipedia.org/wiki/Windows_10#Online_services_and_functionality 
- "Internet Explorer 11 is maintained on Windows 10 for compatibility purposes, but is deprecated 


in favor of Edge and will no longer be actively developed." 
 


 
METRC – INDUSTRY TRAINING 


Metrc provides industry training & education workshops in person and online as well as training guides 
and videos. 
 


• Register for workshops or classes online at: Metrc.com/Alaska 
• You must attend at least one New Business (Level 1) class online before you may register for 


other classes 
• We recommend that all industry users take classes every 3-4 months to stay updated on new 


features or changes 
 


Online classes available: 
• Metrc New Business (Level 1) – All Facilities 
• Metrc Advanced (Level 2) 
• Metrc Advanced (Level 2) – Testing Labs (Labs must request training via email) 


 
METRC - INDUSTRY SUPPORT 


Metrc provides live interactive support for industry users and licensees. This information can found 
on our website, when logged into Metrc under your Support tab and listed below. 


 
Check under the “Support” tab for additional resources. 


 
 



https://en.wikipedia.org/wiki/Windows_10#Online_services_and_functionality

https://franwell.quickbase.com/db/bmtnadrpf?a=dbpage&pageID=2
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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 contact support at support@metrc.com or 877-566-6506 with any questions or to 
request a copy of previous industry bulletins. 



mailto:support@metrc.com
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Bulletin Number: AKIB#010_090718  Distribution Date: 09/07/18 Effective Date: N/A 
Contact Point: support@metrc.com Subject(s): Workshop Announcement 


 
Greeting Metrc Users, 
 
In our on-going efforts to provide training & support for the Cannabis industry, we would like to 
announce that Metrc will be providing in-person training workshops in September, 2018. These 
workshops will be open to all employees with agent badges in the Alaska Cannabis industry (Owners, 
Managers and Staff). 
 


Workshop Overview 
• The purpose of these workshops is to address current issues and common errors experienced by 


the industry and the state regulatory authority 
• The workshops will be live, in-person with a Q&A session after each workshop with Metrc staff 
• Workshops may have state personnel in attendance 


 
Workshop Registration 


Registration has been closed for all workshops  
 


Dates, Times & Locations 
Juneau, AK 


Monday, September 10th 


1:30 PM – 4:30 PM AKDT 
State Office Building Floor 10 


Commissioner’s Conference Room 
333 Willoughby Ave. Juneau, AK 


 


Anchorage, AK 
Tuesday, September 11th 


Wednesday, September 12th 
1:30 PM – 4:30 PM AKDT 


The Job Center in Midtown 
Conference Room #104 


3301 Eagle Street #103 Anchorage, AK 


 
 
 
 


Kenai, AK 
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Thursday, September 13th 


1:30 PM – 4:30 PM AKDT 
Residence Hall Room 


949 E Poppy Ln. Kenai, AK 


 
Fairbanks, AK 


Friday, September 14th 


1:30 PM – 4:30 PM AKDT 
DOT K2 Training Room 


27020 Picket Place 
Fairbanks, AK 


 


 
Workshop Agenda 


Additional agenda items may be added without notice before the workshops or on a case-by-case basis. 


 
• Introduction 
• Review previous workshop notes 
• Common Errors 
• New Features 
• Training & Support 


 
 
 
 
 
 
 
 
 
 
 
 
 
 


 
METRC – INDUSTRY TRAINING 
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Metrc provides industry training & education workshops in person and online as well as training guides 
and videos. 
 


• Register for workshops or classes online at: Metrc.com/Alaska 
• You must attend at least one New Business (Level 1) class online before you may register for 


other classes 
• We recommend that all industry users take classes every 3-4 months to stay updated on new 


features or changes 
 


Online classes available: 
• Metrc New Business (Level 1) – All Facilities 
• Metrc Advanced (Level 2) 
• Metrc Advanced (Level 2) – Testing Labs (Labs must request training via email) 


 


METRC - INDUSTRY SUPPORT 
Metrc provides live interactive support for industry users and licensees. This information can found 


on our website, when logged into Metrc under your Support tab and listed below. 
 


Check under the “Support” tab for additional resources. 


 
 


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 contact support at support@metrc.com or 877-566-6506 with any questions or to 
request a copy of previous industry bulletins. 



https://franwell.quickbase.com/db/bmtnadrpf?a=dbpage&pageID=2

mailto:support@metrc.com






Alaska - Metrc Support Bulletin                                          


1 
 


Bulletin Number: AKIB#011_091018  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 


 


 


You will notice that the navigation bar has changed. Several navigation options have been delineated with 
“|”.  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 
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Clicking the Down Caret 


 


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.  


 
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.  


 


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). 


 


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. 
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Metrc – Industry Training 
 
Metrc provides industry training and education workshops in person and online as well as training guides 
and videos available online 24/7x365. 
 


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


classes 
• We recommend that all industry users take classes every 3-4 months to stay updated on new 


features or changes 
 
Online classes available: 


• Metrc New Business (Level 1) – All Facilities 
• Metrc Advanced (Level 2) 
• Metrc Advanced (Level 2) – Testing Labs (Labs must request training via email) 


 


Metrc – Industry Support 
 


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


 
Check under the “Support” tab for additional resources. 


 


 
 


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 contact support at support@metrc.com or 877-566-6506 with any questions or to 
request a copy of previous industry bulletins. 



https://franwell.quickbase.com/db/bmtnadrpf?a=dbpage&pageID=2

mailto:support@metrc.com



		Sales Receipt Finalize and Unfinalize Buttons
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Bulletin Number: AKIB#012_091818  Distribution Date: 09/18/18 Effective Date: 9/18/18 


Contact Point: support@metrc.com Subject(s): Trade Shows, Voiding Transfers 


 
Greetings Metrc Users, 


This bulletin is intended to provide guidance on the process for transferring product to trade shows and 


also covers how to void an open transfer from your facility. 


 


Transfers to Industry Trade Shows 
 
Cannabis product may NOT be sold, consumed, traded or given away to anyone at any time during any 


trade show. 


 Licensees in Alaska are now permitted to transfer recreational cannabis product to industry trade 
shows. 


 All cannabis product being transferred to a trade show should be recorded on a transportation 
manifest and returned to the originating facility at the end of the trade show. 


 All cannabis product must remain in the possession of the individual transporting the product at 
all times. 


 Please use the following instructions for all transfers to/from trade shows: 
 


1. Select “New Transfer” under your Licensed Transfers section. 
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2. Input the correct trade show license as the destination on the manifest. 


 Different trade shows will have different names, locations and licenses. Make sure you 
select the correct one. 


 For example: 
 Facility Name: Trade Show – Anchorage 
 License Number: 7a-TSXXX 


3. In the “Planned Route” section, make sure to include the following: 


 Route TO the trade show 


 Route FROM the trade show back to your facility (If you are taking a different route back) 
 


 


4. Select “Transfer” as the transfer type. 
5. Enter your estimated departure and arrival times. 


 Your estimated time of arrival should be the time you expect to return to your facility. 
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6. Enter the information for the individual and the packages they are transporting. 
 


 


7. When you are finished at the trade show, return with all packages to the originating facility. 
8. Upon returning, you need to locate the manifest in your “Outgoing” transfers tab. 
9. Under your “Outgoing” transfers tab, you will see the transfer to the trade show listed. 
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10. At the far-right hand side of the screen, you will see the “Void” button next to the manifest. 


 The void and edit functions are only visible for open transfers. 
11. Select “Void” to void the transfer and “OK” to confirm the action. 


 


 


 


12. This will return all packages into your facility’s inventory. 
 


This process is intended to allow industry users to transfer product to and from trade shows, 
documenting the required information, and avoid locking up packages of product for 
indeterminate amounts of time for review or approval. 


 
Remember: Cannabis product may NOT be sold, consumed, traded or given away to anyone at 


any time during any trade show. 
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Metrc – Industry Training 
 
Metrc provides industry training and education workshops in person and online as well as training guides 


and videos. 


 


 Register for workshops or classes online at: Metrc.com/Alaska 


 You must attend at least one New Business (Level 1) class online before you may register for other 
classes 


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


 


Online classes available: 


 Metrc New Business (Level 1) – All Facilities 


 Metrc Advanced (Level 2) 


 Metrc Advanced (Level 2) – Testing Labs (Labs must request training via email) 
 


Metrc – Industry Support 
 


Metrc provides live interactive support for industry users and licensees. This information can found 


on our website, when logged into Metrc under your Support tab, and is listed below. 


 


Check under the “Support” tab for additional resources. 


 


 
 
Please be advised that the new CSV Formatting Guide and Industry Reports Guide are now located under 


the Support Tab when you login to Metrc.  


 


Please feel free to contact support at support@metrc.com or 877-566-6506 with any questions or to 


request a copy of previous industry bulletins. 


 



https://franwell.quickbase.com/db/bmtnadrpf?a=dbpage&pageID=2

mailto:support@metrc.com
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Bulletin Number: AKIB#014_010219  Distribution Date: 01/02/19 Effective Date: N/A 
Contact Point: support@metrc.com Subject(s): New Item Categories 


 
Greetings Metrc Users, 


This bulletin is meant to inform industry users in Alaska about some additional Item Categories that will 
now be available in Metrc. 
 


New Item Categories 
Effective: 1/1/19 


 
As of January 1st, 2019, industry users in Alaska will notice three additional Categories to select from when 
creating Items in the system. The new Item Categories are intended for use in accordance with recent 
changes to the program for tax purposes.  
 
Please visit http://tax.alaska.gov/programs/programs/help/faq/faq.aspx?60000 for answers to 
commonly asked questions.  
 
For further guidance, please contact the AMCO office at: amco.enforcement@alaska.gov. 
 
The new Item Categories are listed below: 
 


• Immature Bud 
• Failed Bud 
• Failed Trim 


 


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



https://na01.safelinks.protection.outlook.com/?url=http%3A%2F%2Ftax.alaska.gov%2Fprograms%2Fprograms%2Fhelp%2Ffaq%2Ffaq.aspx%3F60000&data=02%7C01%7Ckelly.jenkins%40metrc.com%7Ce587b7b14cd44c94fb1f08d66f440544%7C4601a5c892c0471abefc5d0c75b06b64%7C0%7C0%7C636818735295800069&sdata=fT9w1NU2kggpQRzGAaIYBbgkHJH09WNlmzq6rpUirsk%3D&reserved=0

mailto:amco.enforcement@alaska.gov
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Metrc – Industry Training 
 
Metrc provides industry training and education workshops in person and online as well as training guides 
and videos. 
 


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


classes 
• We recommend that all industry users take classes every 3-4 months to stay updated on new 


features or changes 
 
Online classes available: 


• Metrc New Business (Level 1) – All Facilities 
• Metrc Advanced (Level 2) 
• Metrc Advanced (Level 2) – Testing Labs (Labs must request training via email) 


 


Metrc – Industry Support 
 


Metrc provides live interactive support for industry users and licensees. Support contact information 
can be found on our website, when logged into Metrc under your Support tab, and is listed below. 


 
Check under the “Support” tab for additional resources. 


 


 
 
Please be advised that the new CSV Formatting Guide and Industry Reports Guide are now located under 
the Support Tab when you login to Metrc.  
 
Please feel free to contact support at support@metrc.com or 877-566-6506 with any questions or to 
request a copy of previous industry bulletins. 


 



https://franwell.quickbase.com/db/bmtnadrpf?a=dbpage&pageID=2

mailto:support@metrc.com
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                    JANUARY 14, 2019   


Bulletin Number: AKIB#015 Distribution Date: 01/15/19 Effective Date: N/A 
Contact Point: support@metrc.com Subject(s): New Features - Waste Types 


Greetings Metrc Users, 


Metrc® is pleased to provide some information on the newest feature available in the software to support 
legislative allowances to sell fibrous harvest waste.  


NEW WASTE REPORTING OPTIONS 


When reporting waste in Harvests, you will now have a dropdown list to choose the waste type being 
reported. The state will configure the waste types from which you will choose.  


 
 
You will now have the options below in the Waste Types: 
 


• Plant Material– Normal harvest waste 
 
Please note: The state may add new Waste Type options at any time.  
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NEW ADDRESS FOR METRC 


 
Metrc has a new address. Any checks or money orders for tag orders or industry support fees should be 
mailed to: 
 
    METRC LLC  


 4151 South Pipkin Road  
Lakeland, FL 33811 


 
Please feel free to email support@metrc.com or call 877-566-6506 with any questions. 
 


 



mailto:support@metrc.com






Metrc Support Bulletin                                    
 


1 
 


Bulletin Number: AKIB017 Distribution Date: 2/7/19 Effective Date: 2/4/19 


Contact Point: Metrc® Support   Subject: New Features Release  


Reason: Metrc is providing details on the newest feature releases for the system as well as upcoming 
features. 


 
 
Greetings Metrc® Users, 


Metrc® is pleased to provide information on the newest features available in the software for the ability 
to Change Required Lab Testing Batches within the Packages Grid, as well as a notification for Overdue 
Transfers. Metrc® is also providing details on upcoming feature changes for Editing Strains and Items, and 
new Tag Order options.  


Overdue Transfers 


The Transfers section will now display a red number on the tab (Outgoing/Incoming) indicating the total 
number of overdue transfers.  These transfers have exceeded the time window of one hour outside of the 
delivery arrival time.  The Transfers tab for both the sender of the manifest and the destination will display 
the notification.  If there are no overdue transfers, only the black number for total pending transfers will 
be displayed. 
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*The following changes are coming soon* 


Edit Strains 


The editing of Strains and Items section of Metrc® will be updated to prevent the ability to modify the 
name of a Strain or Item once it has been used.  Changing the name creates a gap in the history of the 
strain/item as all history for that strain/item reflects the current name.     


Please note that if the following has not occurred, then strains will still be available to be edited: 


- A strain name has not been used 
- The strain has not been harvested/manicured 
- The strain has not been destroyed or discontinued 


 


 


If the strain has been used, the Name field would be restricted. Also, upon selecting Save Strains the 
user would receive an error. 


 


Edit Items  


Please note that if the following has not occurred, then items will still be available to be edited: 


- The item has not been associated to a package  
- The item has not been finished or discontinued 
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** If the item has been used, the Name field would be restricted. Also, upon selecting Save Items the 
user would receive an error. Other required fields within the item can be edited such as Unit Weight, 
THC Concentration, THC and CBD Percentages, etc.  


 


Tag Orders 


Coming soon to Metrc® is ability to expedite shipping in Tag Orders. We will be bringing more information 
on this feature as the rollout draws closer. 


When creating Tag Orders, you will be presented with three options – Ground, Second Day, Next Day.  


• The shipping cost calculated will reflect your shipping choice. 
Currently, the shipping cost always uses “Ground”. 


• Before the “Printing” status, you will be able to upgrade the shipping service.  
You will be presented with only the upgrade options, you will not be able to downgrade. 


• If the Tag Order is originally placed with Ground, only Second Day and Next Day will be 
available. 


• You will be presented with the cost difference between “current” shipping service and 
“new” shipping service. Should you wish to change your shipping service, please contact 
support.   
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Bulletin Number: AKIB#018_042619  Distribution Date: 04/26/19 Effective Date: N/A (see each) 


Contact Point: support@metrc.com Subject(s): Additives, Layovers, IHQC, Trade Samples, Trade 
Shows 


 
Greetings Metrc Users, 


This bulletin contains several topics covering important information. Some of these topics include 


clarification on processes at the request of licensees in Alaska. The following topics will be covered; 


Additives, Layovers, In-House Quality Control, Trade Samples and Trade Show Transfers. 


 


Additives 
 


At this time, additives are NOT required to be reported in Metrc. 


However, 3 AAC 306.475(b)(1) requires each harvest batch that is sold to be labeled with “each soil 


amendment, fertilizer, and other crop production aid applied to the growing medium or marijuana plant 


included in the batch, including any pesticide, herbicide, or fungicide that was used,” so this information 


must be maintained for each harvest, either in Metrc or in a Nutrient Log. 


Layovers (Overnight Transfers) 


At this time, layovers or overnight transfers of Cannabis product are strictly prohibited by AMCO. All 


transfers should be planned in advance and coordinated with other facilities as needed to complete 


transfers within one day. 


AMCO understands, however, that unexpected and unavoidable extenuating or extreme circumstances 


(e.g. sudden inclement weather) may lead to licensees needing to hold product offsite until it is 


safe/feasible to complete the delivery. In such events, licensees should take the following steps: 


1. Email or call AMCO to request approval. 
2. If you are unable to obtain approval first, an email must be sent to amco.enforcement@alaska.gov 


at the earliest opportunity with the following details: 
a. Details - Explanation of the circumstances that led to or caused the delay 
b. Route - The direction you are headed in and planned route to complete the transfer 
c. Security – How are you securing and storing the product 
d. ETA/ETD – Updated estimated time of departure and arrival 
e. Updated contact info 


3. Prior to completing the transfer, update the transfer in Metrc to correctly reflect any changes and 
save the updated information. 


4. Upon arrival, provide updated travel information to the recipient and notify AMCO via email with 
the manifest number stating that the transfer was completed. 


 


 


 


 



mailto:amco.enforcement@alaska.gov
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In-House Quality Control (IHQC) 


Cultivation and manufacturing licensees are permitted to perform in-house quality control of their own 


product as outlined below. In-house quality control is not permitted for retail store licensees. 


You may NOT consume product on any licensed premises. 


You may NOT give product for quality control to any other licensee or consumer. 
 


• All product intended for IHQC must be physically packaged and labelled for in-house quality 
control (IHQC). 


• All product intended for IHQC must have passed all required lab testing. 


• The employee receiving the IHQC sample must fill out form MJ-26 and return it to you within 7 
days of the product being taken for IHQC. 


• This form may be kept on file; it does not need to be emailed to AMCO but should be 
available upon request. 


• IHQC is limited to a total of 1 ounce of product per month, per facility. 


• Product for IHQC still counts towards an individual’s possession limits, which may not 
exceed 1 ounce. 


• Within Metrc, you will need to perform a Package Adjustment to account for the product taken 
for IHQC on the day it is taken. 


• To do this, follow the instructions below: 
 


Click to highlight the package you are pulling from and then select “Adjust” 
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Enter the correct amount, unit of measure, and adjustment information 
 


 
 


• Select “In-House Quality Control” as the reason for the adjustment. 


• You may refer to the required MJ-26 form you filled out for this instance of IHQC in the 
Optional Note section. 


For example: “See form MJ-26 on file at 123 C St.”, or “related form available 
upon request” 
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Trade Samples 


Cultivation facilities are permitted to send trade samples from one licensed facility to another facility 


owned by a different entity for the purposes of negotiating a sale, with the following limitations: 


Please note: product manufacturing facilities and stores may NOT send trade samples 


• Cultivation facilities may transfer up to 1 ounce of product to a product manufacturing facility 
and/or up to 3.5 grams of product to a retail store. 


• All product intended as a trade sample must be physically packaged and labelled as a trade 
sample. 


• To create a trade sample, follow the instructions below: 
 


Highlight the Package you want to create a trade sample from then select “New Package” 
 


 


The quantity you are entering in the New Package should match the quantity being taken from the 


source package (listed on the right) 
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Highlight your new trade sample package and the select “New Transfer” 
 


 
 


• Your trade sample may be transferred to another facility along with any standard transfer of 
product. 


• You may also transfer a trade sample by itself to a facility 
 For Example: If you are already delivering 2 Packages to a retail store and want to send 
 a 3rd package consisting of a different strain that is a “Trade Sample” for that facility. 
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Trade Shows – amended (see highlighted changes below) 


Cannabis product may NOT be sold, consumed, traded or given away to anyone at any time during any 


trade show. 


• Licensees must notify AMCO of their intent to transfer product to a trade show a minimum of one 
week in advance of the start of the show, so that AMCO & Metrc may provide a destination license 
for the licensee to manifest to. 


• Marijuana and marijuana products must remain in the control of the transporter or licensee at all 
times. 


o For multi-day trade shows, the marijuana and/or marijuana product must be manifested 
AND transported back to a licensed premises each night, requiring a separate manifest 
for each day of the trade show. 


o If the product cannot be manifested back to the original licensed premises the transfer 
originated from (if, for example, a licensee comes from out of town to attend a trade 
show), the licensee should arrange with a local licensee to manifest the product to a 
secure local licensed facility for overnight storage. 


o The subsequent day’s manifest would start from that local licensed premises to the trade 
show and then back to the licensee’s original licensed facility. 


• All cannabis product being transferred to a trade show should be recorded on a transportation 
manifest and returned to the originating facility at the end of the trade show. 


• Please use the following instructions for all transfers to/from trade shows: 
 


Select “New Transfer” under your Licensed Transfers section. 
 


 
1. Input the correct trade show license as the destination on the manifest. 


• Different trade shows will have different names, locations and licenses. Make sure you 
select the correct one. 


• For example: 
 Facility Name: Trade Show – Anchorage 
 License Number: 7a-TSXXX 


2. In the “Planned Route” section, make sure to include the following: 


• Route TO the trade show 


• If you are returning on an alternate route Include the alternate route back to your facility 
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3. Select “Transfer” as the transfer type. 
4. Enter your estimated departure and arrival times. 


• Your estimated time of arrival should be the time you expect to return to your facility. 
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5. Enter the information for the individual and the packages they are transporting. 


 


 


6. When you are finished at the trade show, return with all packages to the originating facility. 
7. Upon returning, you need to locate the manifest in your “Outgoing” transfers tab to void it. 
8. Under your “Outgoing” transfers tab, you will see the transfer to the trade show listed. 
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9. At the far-right hand side of the screen, you will see the “Void” button next to the manifest. 


• The void and edit functions are only visible for open transfers. 
10. Select “Void” to void the transfer and “OK” to confirm the action. 


 


 


 


11. This will return all packages into your facility’s inventory. 
12. If you are transferring to a different facility to store overnight for a trade show running multiple 


days: 


• Complete steps 1-10 listed above 


• After voiding the manifest to the trade show (step 10), create a new manifest to the 
intended destination facility 


• Include the route FROM the trade show to the destination facility. 


• The destination facility should accept the transfer and receive the packages into their 
inventory 


• The following day, a new manifest to the trade show and/or the origination facility may 
be created. 


 
This process is intended to allow industry users to transfer product to and from trade shows, 
documenting the required information, and avoid locking up packages of product for 
indeterminate amounts of time for review or approval. 


 
Remember: Cannabis product may NOT be sold, consumed, traded or given away to anyone at 


any time during any trade show. 
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Metrc – Industry Training 
 
Metrc provides industry training and education workshops in person and online as well as training guides 


and videos. 


 


• Register for workshops or classes online at: Metrc.com/Alaska 


• You must attend at least one New Business (Level 1) class online before you may register for other 
classes 


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


 


Online classes available: 


• Metrc New Business (Level 1) – All Facilities 


• Metrc Advanced (Level 2) 


• Metrc Advanced (Level 2) – Testing Labs (Labs must request training via email) 
 


Metrc – Industry Support 
 


Metrc provides live interactive support for industry users and licensees. This information can found 


on our website, when logged into Metrc under your Support tab, and is listed below. 


 


Check under the “Support” tab for additional resources. 


 


 
 
Please be advised that the new CSV Formatting Guide and Industry Reports Guide are now located under 


the Support Tab when you login to Metrc.  


 


Please feel free to contact support at support@metrc.com or 877-566-6506 with any questions or to 


request a copy of previous industry bulletins. 


 



https://franwell.quickbase.com/db/bmtnadrpf?a=dbpage&pageID=2

mailto:support@metrc.com
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Greetings Metrc® Users, 


Metrc is pleased to provide information on our upcoming enhancements within the software. On April 
22nd, 2019, the Edit Strains and Edit Items sections of Metrc will be updated to prevent the ability to 
modify the name of a Strain/Item once it has been used. Users with plants permissions will now have a 
change strains button to take corrective action on a plant if it was incorrectly identified under a different 
strain. 


Any user with plants permissions will now be able to see two new columns for Group and Group Type 
within their Vegetative and Flowering grids. All users with packages permissions will now have a Source 
Package column within their Packages grid. Please see the sections below for detailed descriptions of 
these changes.   


 


Edit Strains 
Please note that if the following has not occurred, then strains will still be available to edit: 


- A strain name has not been associated to an Immature Plant Batch or Veg/Flowering plant 
 


 


** If the strain has been used, the Name field would be restricted. Also, upon selecting Save Strains 
the user would receive an error. Other fields within the strain can be edited. 


 


Bulletin Number: AKIB#019_041919 Distribution Date: 04/19/19 Effective Date: 04/22/19 


Contact Point: support@metrc.com Subject(s): Remove ability to edit strain/item names. 


Reason: Metrc is providing details on the newest enhancements for the system. 
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Edit Items  
Please note that if the following has not occurred, then items will still be available to edit: 


- The item has not been previously used in a package  
- The item has not been finished or discontinued 
 


 


** If the item has been used, the Name field would be restricted. Also, upon selecting Save Items the 
user would receive an error. Other required fields within the item can be edited.  


 


Changing Strains  
If a user identifies that an incorrect strain was designated to an Immature Plant Batch or a 
Vegetative/Flowering Plant, they can select the Change Strain button. 


 


For Plant Batches, the user will be able to update the strain for the plant batch that was identified as 
incorrect. The "New Strain" option will be the selectable list of active strains created within the license. 
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** If some plants within the immature batch have been transitioned to a new growth phase, they will 
not be updated by the immature batch strain change.  
 


For Vegetative or Flowering Plant(s), the user will be able to select the plant(s) that were identified as 
incorrect. The "New Strain" option will be the selectable list of active strains within the license.  


 


** If multiple plants are selected, a template can be used.  


Group and Group Type Columns  
Any user that has plant permissions will now see two additional columns within their Vegetative and 
Flowering grids. The Group column will indicate the Immature Plant Group that specific plant came 
from. The Group Type column will indicate whether the plant came from a seed or clone, which is 
designated during the immature planting section of Metrc.   
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Source Package Column  
Any user that has package permissions will now see an additional column within their Packages grid. The 
Source Package column will indicate to the user which package tag was used to create the current 
package. If multiple packages went into the creation of a new package, then the user will see (multi-
package) opposed to a single tag. If a package wasn’t created from another package, the area will be 
blank.  


 


 
 


Metrc – Industry Training 
 
Metrc provides industry training and education workshops in person and online as well as training 
guides and videos. 
 


• Register for workshops or classes online at: Metrc.com/Alaska 
• You must attend at least one New Business (Level 1) class online before you may register for 


other classes 
• We recommend that all industry users take classes every 3-4 months to stay updated on new 


features or changes 
 
Online classes available: 


• Metrc New Business (Level 1) – All Facilities 
• Metrc Advanced (Level 2) 
• Metrc Advanced (Level 2) – Testing Labs (Labs must request training via email) 


 



https://franwell.quickbase.com/db/bmtnadrpf?a=dbpage&pageID=2
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Metrc – Industry Support 
 


Metrc provides live interactive support for industry users and licensees. This information can be 
found on our website, when logged into Metrc under your Support tab, and is listed below. 


 
Check under the “Support” tab for additional resources. 


 


 
 
Please be advised that the new CSV Formatting Guide and Industry Reports Guide are now located under 
the Support Tab. 
 
Please feel free to contact support at support@metrc.com or 877-566-6506 with any questions or to 
request a copy of previous industry bulletins. 



mailto:support@metrc.com
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Bulletin Number: AKIB#021_082319 Distribution Date: 08/23/19 Effective Date: see each 


Contact Point: Support@metrc.com  Subject: Release Memo - New Features 


Reason: Metrc® is providing details on new features & functionality within Metrc. 


 
 


Greetings Metrc Users, 


Metrc is pleased to provide information on our newest enhancements within the software. 


• Users will now have more columns and information available within the Sales Receipt, Packages, 
and Transfers grids for all license types that have the respective permissions. 


• Users with plant permissions will now have the ability to take corrective action on incorrect 
harvest waste entries by discontinuing the waste back into the harvest batch. 


• The transfer manifest will now have item specific details and source package information for 
each package where applicable. 


• Metrc has also now implemented row count restrictions on CSV uploads into the system.  


Please find on the following pages a detailed description of the guidance and new functionality: 


 


 


New Column: Recorded Sales  


The Sales Receipts and Deliveries (if applicable) grid now includes a 'Recorded' column representing the 
actual date/time the entry was created. As a reminder, licensees can enter data into Metrc three ways 
(Manual, CSV, or API) and the recorded column represents the time Metrc receives the information from 
any of those entry sources. 


 


 


Figure 1: Recorded Sales Receipts   
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Additional Information: Sales Receipts  


The Sales Receipts and Deliveries (if applicable) grid now captures additional information for each 
package sold to a patient. When a user selects the drill-down arrow next to any package on a sales 
receipt they will now be able to reference the Required Lab Test Batches, Lab Results, and History for 
the package.  


 


Figure 2: Additional Package Information 
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New Columns: Item Information  


Users will now see additional columns outlined in Figure 3 available within the packages, transfers, and 
sales grid for item specific fields that are related to the package.  


As a reminder, each item created by a licensee is associated to an item category. These categories have 
required fields setup by the regulatory authority. If a column is N/A, then that field is not required when 
creating an item for that specific category.  


 


Figure 3: New Available Columns for Item Information 
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Additional Information: Sales Receipts  


Users will now see additional information in Figure 4 available when hovering over the magnifying glass 
of any package within their packages inventory or on an incoming transfer. This information is directly 
tied to the item created by the original licensee who created the package in Metrc.  


As a reminder, each item created by a licensee is associated to an item category. These categories have 
required fields setup by the regulatory authority. If a column is N/A, then that field is not required when 
creating an item for that specific category.  


 


 


Figure 4: New Available Columns for Item Information 
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New Button: Discontinue Harvest Waste  


When drilling down into a harvest batch, users can now toggle to the Waste tab and find a new 
discontinue (           ) button next to each waste entry as seen in Figure 5.  Once the discontinue button is 
selected, a confirmation box (Figure 6) will populate for the user to confirm the action. When the OK 
button is selected, the waste entry is removed, and the waste weight is added back into the weight of 
the harvest batch. 


 


 


Figure 5: Discontinuing Harvest Waste 


 


 


 


Figure 6: Confirming Discontinuation of Harvest Waste 
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Additional Information: Transfer Manifests  


When registering and receiving transfers, users will now see that the Transfer Manifest provides 
additional information about the packages included on the manifest. Each package now includes the 
item details (Strain, Unit Weight, Unit THC Content, etc.) and source package information. 


 
Figure 7: Additional Details on Transfer Manifest 


 


 


System Restrictions: CSV Row Count  


Metrc processes all records in a CSV file as a single upload transaction. Before storing any data, Metrc 
reviews each record to make sure there are no errors (such as a data type mismatch or the wrong 
number of values). If any record in the file generates an error, the upload is rejected. Metrc will report 
each error and the row on which it occurred. The user must then modify the CSV file and retry. 


With this information in mind, Metrc has implemented a restriction of 500 rows maximum for each CSV 
file uploaded into the system.  If this maximum is exceeded, the data can be split into separate files that 
do not exceed the 500-row maximum. 


The exception made at this time will be for lab test results. There is currently no maximum limit set for 
the lab results being uploaded via the CSV import. 


This limitation applies only to CSV imports and does not apply to data interfaced through API. 
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New Feature: Creating Packages 
In the section of the Create packages, the system will now allow the user to input the number of 
packages they need to create and Metrc will create that number below.  Simply input the desired 
number and select the blue plus sign button. The Package template will appear at the top and can be 
used to complete the subsequent packages.  


 


 


Figure 8: Adding Packages Enhancement 


 


** The user may also utilize the up and down arrows to input the desired number of packages.   


 


 


 


 







Alaska - Metrc Support Bulletin           
 


                                                                                        
© M e t r c  L L C ,  2 0 1 9      P a g e  8 | 15 


 


 


 


Figure 9: Creating Multiple New Packages 
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New Feature: Sales Transactions Report 


The Sales Transactions report includes the following information: Sales Number, Date/Time, Customer, 
Amount, Package, Item, Category, Quantity, Price, and Item Information. 


 


Figure 10: Sales Transactions Canned Report 


 


** Users can select all item categories or select an item from the drop-down list. The default date 
range is one week.  
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New Feature: Change Rooms in Harvest  


As seen below within Figure 11, users with permission to the plants section will now have a new 
selectable Change Room button within the harvested tab. This button should be utilized if a harvest 
batch has been moved from the initial designated room. Industry users should accurately identify the 
location of their harvest batches, and the entire harvest batch should be in the same location.  


 


 


Figure 11: Upcoming Harvest Tab Layout 


 


If a user identifies a harvest batch that requires a room update, Figure 12 is an example on how the 
change would be made. The user would select the harvest batch in need of a change and click the 
Change Room button. After the selection, the user would see the box below. Selecting the magnifying 
glass icon will populate all available rooms. Once the available rooms are populated, the user would 
select the new room for the harvest batch and click Change Rooms.  


 


 


Figure 12: Changing Room for a Harvest Batch 


 


 


 







Alaska - Metrc Support Bulletin           
 


                                                                                        
© M e t r c  L L C ,  2 0 1 9      P a g e  11 | 15 


 


New Feature: Edit Planting Names  


As seen below within Figure 13, users with permission to the plants section will now have a new 
selectable Rename button within the immature tab. This button should be utilized if an immature plant 
batch has an incorrect name associated to the batch. Industry users should accurately identify the 
names of their immature plant batches, and the recommended best practice is to enter the strain name 
and date of planting.  


 


 


Figure 13: Upcoming Immature Tab Layout 


 


If a user identifies an immature plant batch that requires a name update, Figure 14 is an example on 
how the change would be made. The user would select the immature batch in need of a change and 
click the Edit Planting Names button. After the selection, the user would see the box below and make 
the edit within the group name field. Once the edit is deemed correct, the user would click Edit 
Plantings.  


 


 


Figure 14: Editing an Immature Plant Group 
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New Feature: Package Notes 


Licensees will see a new permission available under the packages page for their employees. As seen in 
Figure 15, if a user is permitted to manage the “Notes” section, the user will then have the ability to 
create a note within any package in their facility. The note section is a free form field that is not a 
requirement when creating a new package. A package note can be viewed within the history tab 
pictured in Figure 17. The notes feature can be used at the users discretion to provide further detail 
about a specific package within a licensees inventory.  


 


 
Figure 15: New Employee Permission for Package Notes 
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Figure 16: New Package Form  


 
 


 


Figure 17: Package History   
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New Feature: Change Package Notes 


If a package has been created without a note, or a licensee would like to update a previously created 
note, they can use the Change Notes button as seen in Figure 18. The button will trigger the action 
window seen within Figure 19 where a licensee can enter a new note. All updates to package notes will 
be captured within the package’s history tab in Figure 20.  


 


Figure 18: Packages Change Notes  


 


Figure 19: Change Package Notes  


 


Figure 20: Package History 
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Metrc – Industry Training 


Metrc provides industry training and education workshops in person and online as well as training guides 
and videos. 
 


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


classes 
• We recommend that all industry users take classes every 3-4 months to stay updated on new 


features or changes 
 
Online classes available: 


• Metrc New Business (Level 1) – All Facilities 
• Metrc Advanced (Level 2) 
• Metrc Advanced (Level 2) – Testing Labs (Labs must request training via email) 


 
 


Metrc – Industry Support 
 


Metrc provides live interactive support for industry users and licensees. This information can be found 
on our website, when logged into Metrc under your Support tab, and is listed below. 


 
Check under the “Support” tab for additional resources. 


 


 
 
Please be advised that the new CSV Formatting Guide and Industry Reports Guide are now located under 
the Support Tab when logged into Metrc.  
 
Please feel free to contact support at support@metrc.com or 877-566-6506 with any questions. 



https://franwell.quickbase.com/db/bmtnadrpf?a=dbpage&pageID=2

mailto:support@metrc.com
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Bulletin Number: AK IB 022_083019 Distribution Date: 08/30/19 Effective Date: Included 
below 


Contact Point: Support@metrc.com  Subject: In-Person Training Workshops 


Reason: Metrc is providing details on upcoming in-person training. 


 
Greetings Metrc Users, 


The purpose of this bulletin is to notify you all of upcoming, in-person, Metrc training coming up in 
October 2019. These training workshops will be facility specific and should be attended by at least one 
employee from every licensed facility, but we also ask that each licensee limit the number of attendees 
to 3 people per class, per organization in order to ensure room for all.  


 


Training Agenda 
These training classes are intended for advanced users who have taken the Level 1 ‘New Business’ Metrc 
training online. 


• Introduction 
• Common Errors 


o Highlight errors encountered by Metrc & AMCO and how to address them. 
• New Features 
• Training & Support 
• Metrc Test 


o Metrc will be emailing a link for a test after the training classes 
o This test is multiple choice but will centered around content covered in the classes. 


• Additional agenda items may be added without notice before the workshops or on a case-by-
case basis. 


 
Training Registration 


All attendees must register for the classes 48+ hours in advance via the Metrc website. You may register 
for training classes at the link below: 


Metrc Training Workshop Registration 


Please note that if you have not registered beforehand you may be denied entry into the classes. 


 


  



https://franwell.quickbase.com/db/bmtnadrpf?a=dbpage&pageID=2
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Dates, Times & Locations 


 


 


Fairbanks, AK 
Monday, October 7th 


DOT - K2 Training Room 
27020 Picket Place Fairbanks, AK 


Retail Stores – 9:00 AM – 11:00 AM 
Cultivators - 12:00 PM – 2:00 PM 


Manufacturers – 2:30 PM – 4:30 PM 
 


 


Kenai, AK 
Wednesday, October 9th 


Kenai Peninsula College - Room WARD 102 
156 College Rd., Kenai, AK 


Retail Stores – 9:00 AM – 11:00 AM 
Cultivators - 12:00 PM – 2:00 PM 


Manufacturers – 2:30 PM – 4:30 PM 
 


 


Anchorage, AK 
Thursday, October 10th 


The Job Center in Midtown 
Conference Room #104 


3301 Eagle Street #103 Anchorage, AK 
Retail Stores – 9:00 AM – 11:00 AM 


Cultivators - 12:00 PM – 2:00 PM 
Manufacturers – 2:30 PM – 4:30 PM 
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Metrc – Industry Training 
Metrc provides industry training and education workshops in person and online as well as training guides 
and videos. 
 


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


classes 
• We recommend that all industry users take classes every 3-4 months to stay updated on new 


features or changes 
 
Online classes available: 


• Metrc New Business (Level 1) – All Facilities 
• Metrc Advanced (Level 2) 
• Metrc Advanced (Level 2) – Testing Labs (Labs must request training via email) 


 


Metrc – Industry Support 
 


Metrc provides live interactive support for industry users and licensees. This information can found 
on our website, when logged into Metrc under your Support tab, and is listed below. 


 
Check under the “Support” tab for additional resources. 


 


 
 
Please be advised that the new CSV Formatting Guide and Industry Reports Guide are now located under 
the Support Tab when you login to Metrc.  
 
Please feel free to contact support at support@metrc.com or 877-566-6506 with any questions. 



https://franwell.quickbase.com/db/bmtnadrpf?a=dbpage&pageID=2

mailto:support@metrc.com
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Bulletin Number: AKIB#023_092019 Distribution Date: 09/23/19 Effective Date: 09/23/19 


Contact Point: Support@metrc.com  Subject: Release Memo - New Features 


Reason: Metrc is providing details on new features & functionality within Metrc. 


 
Greetings Metrc Users, 


Metrc and AMCO would like to remind licensees the information in 'New Feature' Bulletins is intended 
to inform the industry about new functionality and how it may be used. These bulletins and information 
contained therein should not be interpreted as new reporting requirements or actions that are 
mandated by the State itself.  


Metrc is pleased to provide information on our newest enhancements within the software that will be 
available on September 23rd. Users with manage transfers permissions will now see color coded 
transporters and packages on the PDF transfer manifests. Users with the manage packages permission 
will now see enhancements around the New Package(s) process. All grids in Metrc will now have a Clear 
Filter button that indicates the filters currently in use. When the Clear Filter button is selected, the user 
will be able to remove multiple filters within the grid at one time.   


Please find on the following pages a detailed description of the enhancements: 
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Additional Information: Color-Coding Transporters and Packages  


Transfer Manifests in Metrc will now be color-coded according to the status of each transfer in 
the system.  “Outbound” and “Return” transporters will be color-coded to indicate the direction 
of the transfer. Outbound transporters will have light green shading, while Return transporters 
will have light red (or pink) shading as shown in Figure 1.  
 
Any in transit package, meaning the package has not been received or rejected, will have light 
gray shading. Once the destination facility takes an action to receive or reject a package, the 
package status on the manifest will be updated and color-coded accordingly.  Received 
packages have a status of “Accepted” with light green shading. Rejected packages have a status 
of “Rejected” with light red (or pink) shading. Rejected packages that have been received back 
into the shipping facility’s inventory have a status of “Returned” with light red (or pink) shading.  
 


 
Figure 1: Color Coded Manifest Layout Example   
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New Button: Clear Filter   


Users will now have a new button, as seen in Figure 2, on the right-hand side of all grid 
toolbars.   


 


 
Figure 2: Clear Filter Button 


 


Placing the mouse over the clear filter button like you see in the example below from Figure 3 
will show all currently applied filters.  Clicking the clear filter button will display a drop-down 
menu including Clear Filters.  Click Clear Filters and all applied filters will be cleared.  


 


 


Figure 3: Hovering over Filter Button 
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Feature Enhancement: Remaining Quantity in New Package   


The remaining quantity of a source/content package(s) in the New Packages modal will now 
take into account all other New Package entries for that same source/content package.  In the 
past, using a package multiple times would subtract the amount used from the package’s 
quantity independently. As shown in the Figures below, a user will now see the true total 
remaining quantity when the same package is used to create New Packages.  


 
Figure 4: Remaining Quantity in Source Package 


 
Figure 5: Remaining Quantity Removing Total Amount Deducted 
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Feature Enhancement: Finish Package in New Packages 


If a source/content package remaining quantity is calculated to be zero (0) when creating a new 
package, the user will now be able to finish that source package at the same time as creating 
the new package(s). Figure 6 below shows an example of finishing a source package when 
creating a new package. Once the user has selected the Finish Package box, identified a Finish 
Date, and selected “Create Packages” the source package will be moved to the Inactive tab.  
 


 


Figure 6: Finishing a Source Package 


New Button: Auto-Sum Quantity in Packages Template  


Users will now have a new button within the packages template that will allow for all new 
package quantities to be “Auto-Summed” from the source package. This button in Figure 7 
functions exactly as the Auto-Sum button does for each individual new package. Meaning, if a 
licensee has one source package of one hundred (100) cookies, and that licensee wanted to 
create ten (10) delivery packages of ten (10) cookies each. Then the source package would be 
the same for all ten (10) new packages. The quantity removed from the source package would 
be set to ten (10) each. The auto sum button when selected would populate each new package 
with ten (10) cookies for the quantity.  


 


Figure 7: Auto-Sum Button in Packages Template 
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Metrc – Industry Training 
Metrc provides industry training and education workshops in person and online as well as training guides 
and videos. 
 


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


classes 
• We recommend that all industry users take classes every 3-4 months to stay updated on new 


features or changes 
 
Online classes available: 


• Metrc New Business (Level 1) – All Facilities 
• Metrc Advanced (Level 2) 
• Metrc Advanced (Level 2) – Testing Labs (Labs must request training via email) 


 


Metrc – Industry Support 
 


Metrc provides live interactive support for industry users and licensees. This information can be found 
on our website, when logged into Metrc under your Support tab, and is listed below. 


 
Check under the “Support” tab for additional resources. 


 


 
 
Please be advised that the new CSV Formatting Guide and Industry Reports Guide are now located under 
the Support Tab when you login to Metrc.  
 
Please feel free to contact support at support@metrc.com or 877-566-6506 with any questions. 



https://franwell.quickbase.com/db/bmtnadrpf?a=dbpage&pageID=2

mailto:support@metrc.com
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Opening Process 
 


• Take Metrc New Business Training  
 
• Owners/Key Admins must take and pass Metrc test- link will be sent 24 hours after completing 


training 
 
• Owners or Key Admins only - send credential request to support@metrc.com  
 
• Receive Metrc credentials  
 
• Set up your Metrc facility and order tags 
 
• Reach out to AMCO for additional information and to schedule your inspection 
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First-Time Credentialing 


Once an Administrator/owner has completed the Metrc training and taken the test, they will 
request credentials by sending an email to support@metrc.com 


Subject Line "Requesting Credentials - Alaska" 
 
In the body of the email, please include: 


 
Your full name 
Marijuana Handler Permit number 
Your business License Number 
The name of your business and DBA if applicable 
The best phone number to reach you at 
The email address where you’d like your “Welcome to Metrc” email to be sent 


 
Metrc will verify credentials and training information and credential the Key Administrator within 
48 hours unless the request arrives on a Friday. Then the request will be returned on Monday. 
 
Once information has been vetted, a "Welcome to Metrc" email will be sent to the applicant. 
 


 
 
 
 
 
 
 
 
 



mailto:support@metrc.com
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You will receive a welcome to Metrc email that will give you your Log-in Link and temporary 
password to be able to access Metrc and set up your account. The First-Time Log-in Key is good 
for 24 hours. You must log in within 24 hours! 
 
Item 1: Log-in Link 
 
  https://ak.metrc.com/log-in/first-time 
 


This link will take you to the first-time log-in page where you can use your key and 
temporary password to log in.  


 
Item 2: First Time Log-in Key 
 


This first-time log-in key can only be used once and within 24 hours of when the 
“Welcome to Metrc” email is sent 
 


Item 3: Site Link 
 


  https://ak.metrc.com  


Use this link to create a bookmark on your browser and to navigate to the main log-in 
screen. 



https://ak.metrc.com/log-in/first-time

https://ak.metrc.com/
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User Profile 
 
 
 
 
 
 
 
 
 
 
 
 


 
Once you click on the green Log In button from the first-time log-in screen, you will be directed to 
your User Profile to complete your contact and security information. 
 
Complete the missing information. 


 
Item 1: Full Name 
 


Your full name is pre-populated from the State of Alaska’s database. 
 
Item 2: Email 
 


You will enter and can change your email in this section. 
 
Item 3: Phone Number 
 


You will enter and can change your phone number in this section.  
 
Item 4: Username 
 


Your username will be prepopulated by the State. 
 
Item 5: Password 
 


You will enter and can change your password in this section.  
Your password MUST contain at least: 
  
 1 upper case letter, 1 lower case letter, 1 number, and 1 special character 
 


Item 6: Confirm Password 
 


Confirm your chosen password by retyping it in this section. 
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Item 7: Security Question 
 


Enter a security question to use when resetting your password in the event you forget it 
and are unable to log in to the system. 


 
Item 8: Security Answer 
 


Enter the answer to your chosen security question. 
 
Item 9: Save Profile button 
 


Use this button to save all entered information or changes to information.  
 
Item 10: Undo Changes button 
 


This button will clear the fields you populate so that you can begin again if there were 
errors. 
 


Once you have completed the information and hit the Save Profile button, you will have 
successfully created the log-in credentials you will use to access the system. 
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Navigating in Metrc 
 
Once you are in the software, you will notice a long black navigation bar at the top of the screen. 
The functions available to you on the navigation bar are based on facility type and employee 
permissions. 
 


Navigation Bar 


 
 
Item 1: Metrc Navigation Bar 
 


The Metrc Navigation Bar is the long black bar that runs from left to right at the top of your 
screen when you’re logged into Metrc. You will select from the options on this bar to 
conduct your data entry.  


 
Item 2: Information Envelope 
 


The Information Envelope on the far left of the navigation bar will display Metrc Support 
holiday hours and/or closures and other important information. 
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Working In/Switching Between Facilities 


 
 
In the upper right-hand corner of the screen, just under the long black navigation bar, will be your 
facility/location. 


 
Item 1: Current Facility 
 


This is the facility in which you are currently working. 
 


If your organization only has one facility, or if you are an employee who will only have 
access to one facility, that facility/location information is what you will see here. 
 


Item 2: Down Caret 
 


If your organization has multiple facilities and you have access to more than one of them, 
a down caret will be available to the right of the facility information. You will click on this 
to populate the list of facilities to which you have access. 


 
Item 3: Other Available Facilities  
 


Once the list has populated, you can toggle between facilities, clicking to select the facility 
you need to work in. The selected facility will then appear as the Current Facility. 
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Sort and Filter Functions 
 


 
 
Hitting the drilldown arrow to the left of an item anywhere in the system will list the history for that 
item. 
 
You can sort the data in any column by clicking at the top of the column. One click sorts the data 
in ascending alphanumeric order, two clicks sorts the data in descending alphanumeric order, 
and a third click clears the sort. Sort by one column at a time.  Sort functionality is also available 
under the three-button menu icon to the right of each column name. 
 
By clicking on the three-button menu icon to the right of each column name, you can select Filter 
functionality and filter the data in the corresponding column. You can filter multiple columns at a 
time, but please remember to Clear your filters when you’re finished using them. 
 
Refer to the Metrc Manual/User Guide for additional information. 
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Templates 
 
Green template check buttons are available in multiple places throughout the software to save 
you time. Using them, you can populate the common information for Plants you’re phasing, 
Harvest or Manicure Batches you’re creating, Packages you’re creating, etc. 
 


 
 
In the example above, you could populate your Harvest Name, Unit of Measure, Drying Room, 
and Harvest Date and then select each green template check next to the items to populate that 
same information for every plant you’ve selected to be a part of the Harvest Batch. 
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Licenses & Permissions 
 


 
 
Cultivation 


 
Producers have permissions for Plants, Packages, Transfers, Admin, and Reports. All 
owners will have all permissions including Financials. All administrators and employees 
can have any or all of the permissions at the discretion of the owner or administrator 
adding the employee into Metrc, except for "Add Facilities" functions. 


 
Manufacturing Facility 
 


Manufacturing facilities have permissions for Packages, Transfers, Admin, and Reports. 
All owners will have all permissions including Financials. All administrators and 
employees can have any or all of the permissions at the discretion of the owner or 
administrator adding the employee into Metrc, except for "Add Facilities" functions. 


 
Retail Store 
  


Retailers have permissions for Packages, Transfers, Sales, Admin, and Reports. All 
owners will have all permissions including Financials. All administrators and employees 
can have any or all of the permissions at the discretion of the owner or administrator 
adding the employee into Metrc except for "Add Facilities" functions. 


 
Testing Lab 
 


Testing Labs have permissions for Packages, Transfers, Admin, and Reports. All owners 
will have all permissions including Financials. All administrators and employees can have 
any or all of the permissions at the discretion of the owner or administrator adding the 
employee into Metrc, except for "Add Facilities" functions. 
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Initial Account Set-Up 
 
Below are the best process steps for setting up your organization’s Metrc account: 
 
1. Receive Metrc Administrator credentials (see First-Time Credentialing in this guide) 
 
2. Add Facilities/Locations (under the owner’s profile area to the far right of the navigation bar) 
 
3. Select Facility/Location 
 
4. Under Admin on the navigation bar: 


 
a. Order Tags 
 
**Tags must be ordered from/for each individual license 
 
b. Add Rooms (as applicable) 
 
c. Add Strains  
 
d. Add Items 
 
e. Add Employees  


 
5. When tags arrive, receive tags digitally in Metrc from the Tag Orders screen, then begin 


entering plants and/or packages information.
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Tag Orders 
 


 
While ordering tags in Metrc is a straightforward process, it is important to pay close attention and 
check your information before placing an order. Once a tag order is submitted, it can only be 
cancelled before 6pm AKT on the day that you place the order. Metrc tags are custom printed for 
each facility. As such, tags cannot be returned once the printing process has begun and they are 
non-refundable; so, it is strongly advised that you be sure orders are placed for the correct facility, 
amount and type of tags required. 
 
Item 1: Facility License # 
 


Facility License # will be auto-populated based on the facility in which you are currently 
working. 


 
Item 2: Physical Address 
 


The Physical Address of the facility is auto-populated with the facility address on file with 
the State of Alaska.  


 
Item 3: Plant and/or Package Tag Amount 
 


Enter the number of Plant Tags you’d like to order (Cultivations only) and/or the number 
of Package Tags you’d like to order.  
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Item 4: Shipping Details 
 


Enter your preferred shipping address. *Must be a physical address, CANNOT be a PO 
Box.  
 


Item 5: Place Order button 
 


After verifying that the information is correct, click the Place Order button to submit the 
tag order. 


 
Item 6: Cancel button 
 


Click this button to exit the screen without saving any data. 
 


Additional notes about tag ordering: 


• Tags are ordered from the Admin function 


• Tags can be ordered via credit card, check or money order 


• Payment information is not required to be the licensee or the business owner 


• Each facility must have billing information entered. You can choose to ship to a different 


location (No PO Boxes) 


• Tags can be sent by UPS ground or USPS. 


• Tag cost $.45 per plant tag & strap or $.25 per package tag 


• You can request expedited shipping if you would like. Expedited delivery is available at 


your expense. Expedited service must be requested through the Metrc Support Desk 


(support@metrc.com). 
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Receiving your Tags into Metrc 
 
As a security feature to ensure physical tags are not diverted before they reach you or used by 
anyone other than the licensee who ordered them, your tags will not automatically populate in the 
system as the order is placed. Once your tag order has shipped, a “Receive” button will populate 
in the Tag Orders area of the system as displayed below. When your tags arrive, select the 
“Receive” button for the order to populate the tags in the software.  
 


 
 
Item 1: Receive button 


 
Select this button once your tags have physically arrived. After selecting the receive 
button, a confirmation window like the one displayed below will appear prompting you to 
confirm receipt of your tag order.  
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Adding Strains & Items 
 


The Strain and Item areas are located under the Admin functionality on the navigation bar. 
 


Adding Strains – Breakdown 
 


 
 
Item 1: Strain Name 
 
            Enter the Strain name you grow and/or carry at your facility.   
 
Item 2: Testing Status  
 


An optional field in which you can define whether the product has been tested, and if so, 
if testing was performed in-house or by a third- party.  


 
Item 3: THC and CBD Content 
 


An optional field in which you can identify the THC and CBD content of the Strain. 
 
Item 4: Indica vs. Sativa  
 


An optional field in which you can identify the Indica vs Sativa makeup of the Strain.   
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Item 5: Add More Strains 
 


Select this button to add multiple strains at once on this screen. 
Item 6: Create Strains button 
 


Select this button to save the information and create the Strain(s). 
 
Item 7: Cancel button 
 


Select this button to exit the screen without saving any information. 
 
Item 8: Additional Facilities 
 


If your organization has multiple facilities, you can add Strains to more than one at the 
same time using the relevant checkmark boxes. 


 
 







20 Metrc AK State Supplemental Guide Rev 8.0 


 


 


Adding Items 
 
Item Categories are defined by the AMCO and are listed below with requirements 
 


• Buds | Weight + Strain Required (Strain Specific Packages) 


• Concentrate | Weight + No Strain Required 


• Concentrate (each) | Each + No Strain Required 


• Edible (each) | Each + No Strain Required 


• Immature Plants | Each + Strain Required 


• Leaf / Trim | Weight + No Strain Required 


• Leaf / Trim by Strain | Weight + Strain Required 


• Non-Edible | Each + No Strain Required 


• Sample Bud | Weight + Strain Required 


• Sample Leaf/Trim | Weight + Strain Required 


• Sample Leaf/Trim | Weight + No Strain Required 


• Seeds | Each + Strain Required 


• Wet Whole Plant | Weight + Strain Required 
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Adding Items - Breakdown 
 


 
 


Item 1: Name 
 


Type the Item Name, keeping the naming requirements identified in the Categories 
discussion on the previous page and under Category below in mind.   
 


Item 2: Category  
 


Select the correct Category for the Item from the State-populated dropdown menu, 
keeping in mind the guidelines reiterated below. Certain Category selections may 
populate more data fields underneath Unit of Measure for you to complete. 
 


Item Categories are defined by the AMCO and are listed below with requirements 
 


• Buds | Weight + Strain Required (Strain Specific Packages) 
• Concentrate | Weight + No Strain Required 
• Concentrate (each) | Each + No Strain Required 
• Edible (each) | Each + No Strain Required 
• Immature Plants | Each + Strain Required 
• Leaf / Trim | Weight + No Strain Required 
• Leaf / Trim by Strain | Weight + Strain Required 
• Non-Edible | Each + No Strain Required 
• Sample Bud | Weight + Strain Required 
• Sample Leaf/Trim | Weight + Strain Required 
• Sample Leaf/Trim | Weight + No Strain Required 
• Seeds | Each + Strain Required 
• Wet Whole Plant | Weight + Strain Required 
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Item 3: Unit of Measure 
 


If an Item belongs to a weight-based Category, select the Unit of Measure for that Item. If 
the Item belongs to a count-based “each” Category, select “Each”. Please ensure you’ve 
selected the correct Unit of Measure before creating the Item.  
 


• Buds - weight 
• Concentrate - weight or each 
• Edible - each 
• Immature Plants -each 
• Leaf/Trim - weight 
• Leaf/Trim by strain -weight 
• Non-Edible - each  


 
Item 4: Clear button 
 


Select this button to clear all entered data. 
 
Item 5: Add button 
 


Select this button to create additional items while on this screen. 
 


Item 6: Create Item button 
 


Select this button to save all entered data a create the Item in the system. 
 
Item 7: Cancel button 
 


Select this button to exit the screen without saving any information. 
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Adding Items Keep in Mind 
 
When adding items into Metrc, please keep in mind: 


1. Each facility in Metrc will create Items for use when packing product under the administrative 
functionality on the navigation bar. 


2.  An item name should be highly descriptive and cannot simply be a category name. It must be 
specific to the product that will be in that package, sample, or production batch (process lot). 


3. As you create items, you will select the category for each item from a dropdown list of 
categories populated by AMCO. The purpose of categories is to allow for reporting by like 
items. 


4. The item name carries with the package and will remain the same unless the product is used 
in the creation of a new production batch or is repackaged. 


5. If you go to create a package and no appropriate item exists to describe the product you’re 
packaging, an Administrator must create a new item under the administrative functionality on 
the navigation bar. 


6. Items must be populated for each individual facility. 


7. The facility packaging the product names the Item; the Item name carries with the product 
through the distribution chain. It is unlikely that a Retail Store would ever change the name of 
an Item, even if/when repackaging product. 


 
Concentrate - means a substance obtained by separating cannabinoids from marijuana by:     
(a) A mechanical extraction process; (b) A chemical extraction process using a nonhydrocarbon-
based or other solvent, such as water, vegetable glycerin, vegetable oils, animal fats, isopropyl 
alcohol or ethanol; or (c) A chemical extraction process using the hydrocarbon-based solvent 
carbon dioxide, provided that the process does not involve the use of high heat or pressure. 


 
Extract - means a substance obtained by separating cannabinoids from marijuana by: 
(a) A chemical extraction process using a hydrocarbon-based solvent, such as butane, hexane, 
or propane; (b) A chemical extraction process using the hydrocarbon-based solvent carbon 
dioxide, if the process uses high heat pressure; or (c) Any other process identified by the 
commission, in consultation with the authority, by rule. 
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Employees 
 
A Marijuana Business may designate licensed owners and employees as Metrc users. A 
Marijuana Business shall ensure that all owners and employees, who are granted Metrc User 
account access for the purposes of conducting inventory tracking functions in the system are 
trained in the proper and lawful use of Metrc. It is highly recommended that all users first attend 
a training class or webinar hosted by Metrc. Keep in mind: a licensee is accountable for all actions 
licensee representatives take while logged into Metrc. 
 
The Metrc Administrator will add employees under the Employees area of the Administrative tab 
on the navigation bar in Metrc. Employees can be added with or without being given access to 
Metrc. Those employees added with access will be given Permissions based on their job duties 
and will receive a Welcome to Metrc email prompting them to establish their account. To enter an 
employee into Metrc, an administrator will need the employee's full name, email address and their 
Marijuana Handlers Permit #. 
 
The Metrc system provides the following functionality: 


•  Permissions 
•  Home Screen 
•  Welcome Email 
•  Add an Employee 
•  Edit an Employee 
•  Lock an Employee 
•  Unlock an Employee 
•  Disable an Employee 


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


•  Administration - Provides the capability to perform all administrative, plants, packages, 
transfers and sales tasks. The only exception is adding facilities. 


• Financials - Provides the capability to enter credit card information regarding the Industry 
Support Fees 


• Plants - Provides the capability to create, move, change phase and create harvests in Metrc. 
• Packages - Provides the capability to create, adjust and re-package packages into smaller or 


larger quantities. 
• Transfers - Provides the capability to create, receive, modify or delete transfers. 
• Sales - Provides the capability to input sales data or initiate sales uploads. 


 
Employees can be given whatever permissions the administrator/owner thinks appropriate based 
on that user's job duties. 
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Add Employee 
 
Employees is available under the Admin functionality on the navigation bar. 
 
 


 


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Item 1: Employee License Number 
 


Enter the Employee’s State-designated license badge number. The system will associate 
all actions performed by a user with them.  


 
Item 2: Enable Online Access checkbox 
 


Use this checkbox to designate whether the employee being added will or will not have 
access to the organization’s Metrc account. While all Employees must be entered in the 
Employees list in the software, not all Employees have to be given access.  


 
Item 3: Email 
 


Enter the Employee’s individual email address. This is where the employee’s "Welcome 
to Metrc" email will be sent. 
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Item 4: Home 
 


The "Home" screen selected for the employee will be their default screen in Metrc. The 
home screen does not affect the employee's ability to move from screen to screen but 
does need to match the Permissions granted to the employee.  
 


Item 5: Employment 
 
This area may be used to designate the job functions of the individual being added, such 
as Owner, or Manager. This designation does not automatically populate certain 
Permissions; the Administrator will still need to designate Permissions for each specific 
user.  
 


Item 6: Permissions 
 


Select the checkbox for each function an employee will need to access to complete their 
job tasks. This area will not be visible if you are adding an employee who will not have 
access to the system. The options available in this section vary by facility type. Owners 
are encouraged to be highly selective about which permissions they grant employees.  


 
Item 7: Facilities 
 


If an employee is being added who will have access to multiple facilities for an 
organization with more than one license, they may be added to those facilities at the same 
time. Keep in mind, however, that if the same employee needs different permissions at 
different facilities, the Administrator will need to add or edit that employee in each 
individual facility.  


 
Item 8: Add button 
 


Allows you to enter multiple employees at the same time. 
 
Item 9: Create & Save Employees button 
 


Click here to save your work and add the employee to the facility. 
 
Item 10: Cancel button 
 


Click here to exit the screen without saving any data. 
 
Item 11: Clear button 
 


Click here to clear all the information fields.  
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Notes: 
 
• The Permissions that you select for an employee will affect the functionality available to them 


on the navigation bar and within each functional area. 
 


• As specified in the First-Time Credentialing section of this guide, the log-in link contained in 
the “Welcome to Metrc” email expires 24 hours after the link is sent. If an Employee fails to 
log-in within the 24-hour period, the Metrc Administrator will need to return to the Employees 
menu, select that employee, and click the "Resend Welcome Email" box. 
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Product Life Cycle 
 


 
 


306.435 cultivation facility shall assign a tracking number to each plant over 8 inches tall. From 3 
AAC 306.990. Definitions (4) "flowering" means a marijuana plant that has visible crystals, buds, 
or flowers or for which the exposure to light is scheduled with the intent to produce crystals, buds 
or flowers. 


 
This diagram shows the product life cycle from seed to sale.  


The Metrc system is based on this process.  
 
 
 
 
 
 
 
 
 
 
 
 







29 Metrc AK State Supplemental Guide Rev 8.0 


 


 


Plants  
Plant Tags 


 


Step 1 - Open the perforated holes in Plant Tag 


 
Step 2 - Attach Strap through 1st hole 


 
Step 3 - Attach Strap through 2nd hole 


 
When assembling the tag to a strap, move the tag up until the notch catches the label through 
the hole, so that the label will not slide down. 
 


   
When hanging the tag, release one end of the label, then tie the strap around the plant. 
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Attaching Tag to a Plant 


These pictures demonstrate the use of a Plant Tag until attachment is safe for the plant. 
 


When attaching permanently to the plant: 


 
 
Pull plant strap out of perforated hole at the lower end of the Plant Tag. Place Plant Tag and strap 
around the plant and close the strap by inserting the pointed end into the locking mechanism. 
Once the pointed end of the strap is inserted into the locking mechanism, it will not come apart 
again. 
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Plant Tag Strap User Instructions 
    


Figure 1            Figure 2                      Figure 3 


Figure 1: Push the tail end of the strap through the lock until you hear one click sound and the 
knot goes through the lock completely to secure it for first use. 
Figure 2: When you choose to re-use the strap or relocate the tag, push the strap until there is 
enough space to clip above the first knot. Avoid pressing too hard and allowing the second knot 
to go through the lock. 
Figure 3: Cut the strap as shown in the picture. This will release the strap. 


Figure 4            Figure 5 
 


Figure 4: When you are ready to tie the strap again, similar to the first usage, push the tail-end 
until you hear on click sound or see the knot at the end. 
 
Figure 5: You must cut the strap to release it from the last lock. You can repeat steps 2-4 to reuse 
the strap 2 more times, for a total of 4 uses. 
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Plants - Keep in Mind 


1. A plant can be destroyed anytime during the growth process. 


2. Plants must be tagged once the reach a height or width of eight (8) inches. 


3. You must create a Manicure batch in Metrc anytime you trim something off a Vegetative or 
Flowering plant or plants with the intent to sell or process the trimmings. When moving plants 
from one phase to another, click the Change Growth Phase button. 


4. Harvest Steps 


a. Must Harvest - Strain specific (306-455) Segregating harvested marijuana 
individual by strains of bud and flower. 


b. Weigh each plant individually in its entirety after cutting it from root ball (weight 
should include stem, stalk, bud/flower, fan leaves, trim leaves, etc.) 


c. Waste can be collected and entered once, or multiple times based on your 
operating procedures, but must be reported in the system the day it is collected 
and assigned to the specific Harvest from which it came 


d. Create Test Samples from the Strain-specific Harvest batches using the “Submit 
for Testing Button from within the Harvests area. 


e. Package product item-specifically from the Strain-specific Harvest batch 
f. Create a Transfer Manifest to move product to Testing Lab, Manufacturer, or 


Retail Store 
g. Finish the Harvest Batch when it is completely gone, regardless of the remaining 


weight in the system.  At the point at which all physical material is gone, that 
remaining weight is indictive of moisture loss. 


5. Plant tags are one-time use ONLY. Once a Plant is destroyed or harvested the associated tag 
should he destroyed or kept separate for your records. 


Below is a diagram detailing the cultivation steps. 
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Additives 
 
This optional functionality allows you to record and track the application of Additives by Immature 
Batch, individual plant, groups of two or more plants, or Room.  
 


 


 


 


 


 
 
 


Additives tab will allow you to record additives by room. To record additives by individual plants 
or groups of plants, click the Record Additives button in the Vegetative or Flowering tab. 
 
Additives can be added and tracked per plants or per room including, Fertilizer, Pesticide, 
Growing Medium, etc.   
 
Additives can be recorded by Plant: Highlight the plant and then click on “Record Additives” (Veg 
or Flowering) 
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Record Additives Information 
 


 
The screen capture shown above shows the recording of additives for a Plant in the Vegetative 
stage. The information you will input is the same whether you record additives by Immature 
Batch, individual plant, groups of two or more plants, or Room except for Item 10, which would 
be Batch information, Plant(s) information, and Room information respectively. 


 
Item 1: Type 


Select the type of additive being applied from the dropdown menu. 
 
Item 2: Product Name 


Enter the Product Name from the label. 
 
Item 3: EPA Reg. No.  


Enter the EPA Regulation Number if applicable. 
 
Item 4: Supplier 


Enter the additive Supplier name. 
 


Item 5: Application Device 
 


Enter the type of device being used to deliver the additive. 
 


Item 6: Total Amount 


Enter the Total Amount of additive being applied. 
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Item 7: Date Applied 


Enter the date of application. 
 


Item 8: Active Ingredient #1 
 


Enter the first Active Ingredient from the additive label. You may use the blue addition 
button under and just to the left of this item to add additional active ingredients. 


 
Item 9: Percentage 
 


Enter the percentage of the active ingredient you’ve listed, as shown on the product label. 
 
Item 10: Plant 
 


Enter the Plant(s) to which the product is being applied. If you were recording additives 
by Immature Batch, this would be Batch information. If you were recording additives by 
Room, this would be Room information. The blue addition button under and just to the left 
of this item may be used to identify additional Plants, Batches, or Rooms to which the 
product is being applied. 


 
Item 11: Record Additives button 
 


Select Record Additives to save the information and exit the screen. 
 
Item 12: Cancel button 
 


Select this button to exit the screen without saving any information.  
 
Item 13: Clear button 
 


Select this button to clear all entered information. 
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Additives by Plant(s) 
 


 
 
Item 1:  Type 


Additive Type is used to identify the type of Additive being used such as Fertilizer, 
Pesticide or other can be selected. 


 
Item 2: Product Name 


Product Name is used to describe the Official name of the additive being applied. 
 


Item 3: EPA Reg Number 
EPA is used to identify the EPA Registration number of the additive being used. 


 
Item 4: Supplier 


Supplier is used to identify the name of the supplier where the additive was purchased 
from (Wholesale distributor, Warehouse, Co-Op, etc.). 
 


Item 5: Application Device 
Application Device is used to identify what device is being used to apply the additive such 
as a spray bottle, fine mist nozzle, teaspoon, etc. 


 
Item 6: Total Amount 


Total Amount is used to identify the total amount that was applied in the proper unit of 
measure (gallons, teaspoons, etc.). 
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Item 7: Date Applied 
Date Applied identifies the date the additive was applied to the plant(s). 


 
Item 8:  Add Button 


Select this button to add multiple additives from this screen at one time. 
 
Item 9: Record Additives 


Select Record Additives to save the information and exit the screen. 
 


Item 10: Clear Button 
Clear button is used to clear all the information that is currently entered into the screen. 


 
Item 11: Active Ingredient and Percentage 


Active Ingredient identifies the active ingredient in the additive. Multiple active ingredients 
can be added. This is the active ingredient listed on the product being applied AND the 
concentration percentage. Active Ingredients will be stored once they are entered so that 
active ingredient will show on a dropdown list when logging future additives.  Percentage 
identifies the percentage of the active ingredient that is in the additive being used. 
 


Item 12:  Plant #1 
Plants Applied to identifies the plant or plants that the additive is being applied to. 


 
Item 13: Add Button 


This add button will allow you to add multiple plants at one time. 
 
Item 14: Cancel Button 


You may select the cancel button to exit the screen without saving any changes. 
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Plant Waste 
 
Like Additives discussed above, waste can be reported by Immature Batch, individual plant, 
groups of plants, or Room. The Waste option is to the right of the Additives option in each 
scenario. 


Reporting Waste Information 
 


 
 
The screen capture shown above shows the recording of waste by Room. The information you 
will input is the same whether you record waste by Immature Batch, individual plant, or groups of 
two or more plants, except for Item 7, which would be Batch information, and Plant(s) information 
respectively. 
 
Item 1: Waste Method 
 


Select the waste method from the dropdown menu. 
 
Item 2: Material Mixed 
 


Identify the material with which the waste was mixed to dispose of the product in 
accordance with regulations. 


 
Item 3: Waste Weight 
 


Input the total weight of the product being wasted and select the Unit of Measure from the 
dropdown menu. 
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Item 4: Reason 
 


Select the most appropriate reason why the product is being disposed of from the 
dropdown menu. 


Item 5: Optional Note 
 


You may choose to use this area to provide additional information about why you are 
disposing of the product. 


 
Item 6: Waste Date 
 


Enter the date when you disposed of the material. 
 
Item 7: Room 
 


Enter the Room from which the waste came. If you were entering waste by Immature 
Batch, this would be the Batch information. If you were entering waste by Plant or groups 
of two or more plants, this would be the Plant(s) information. 


 
Item 8: Add button 
 


You may use the add button to record more than one waste entry at a time from this 
screen.  


 
Item 9: Record Waste button 
 


Select Record Waste to save the information and exit the screen. 
 
Item 10: Cancel button 
 


Select the Cancel button exit the screen without saving any information.  
 
Item 11: Clear button 
 


Select the Clear button to clear all entered data. 
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Waste - Keep in Mind 


3 AAC 306.740. Waste disposal. 


1. A marijuana establishment shall store, manage, and dispose of any solid or liquid waste, including 
wastewater generated during marijuana cultivation production, processing, testing, or retail sales, 
in compliance with applicable federal, state, and local statutes, or ordinances, regulations, and 
other law. 


2. Marijuana waste must be rendered unusable for any purpose for which it was grown or produced 
before it leaves a marijuana establishment. 


3. Marijuana waste includes 


a. Marijuana plant waste, including roots, stalks, leaves, and stems that have not been 
processed with solvent; 


b. Solid marijuana sample plant waste in the possession of a marijuana testing facility; and 
c. Other waste as determined by the board. 


4. A marijuana establishment shall 


a. in the marijuana inventory tracking system required under 3 AAC 306.730, give the board 
notice not later than three days before making the waste unusable and disposing of... 


b. keep a record of the final destination of marijuana waste made unusable. 


i.   Questions: marijuana@alaska.gov 


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



mailto:marijuana@alaska.gov
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Packages  
 


Package Tags 
 


Metrc automatically generates the Package ID numbers and assigns them to a unique facility. 


 
• The Package Tag facilitates the movement of product between licenses and the distribution 


of product to consumers. 


• The Package Tag is perforated with the ID printed on the top and bottom sections: 


a. The larger top portion stays with the package 


b. The smaller bottom portion can be attached to a retail device such as a buds jar or 
used on intake paperwork by Manufacturing, Testing, or Retail Store facilities.   
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Package Tag Breakdown 


The package tag uses a pressure sensitive adhesive. Retail tags are blue and medical tags are 
yellow. The barcode printed on the tag is a standard UCC 128 barcode. 
 


 
 
Item 1: License Facility Name 


 
The name of the licensed facility 


 
Item 2: Facility License Number 


 
The facility’s State license Number is printed on the package tag. 


 
Item 3: Package Tag Order Number 


 
The associated order number. 


 
Item 4: Unique Tag Number 


 
The unique Tag ID Number is printed on the tag alphanumerically and is embedded in the 
barcode and RFID chip. 


 
Item 5: Identifying Medical or Retail Facility 


 
This banner further distinguished a tag associated with a Medical license from a tag 
associated with a Retail or Recreational license.  
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Perforation of Package Tags 
 


 
 


Item 1: Perforation 
The package tags are perforated. 


Item 2: Larger Portion 


The larger top portion stays with the package. 


Item 3: Lower Portion 


The smaller bottom portion can be attached to a retail device, such as a bud jar, or used 
on intake paperwork for a Manufacturing, Testing or Retail Store facilities. 
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Creating Packages 
 Creating Packages from a Harvest Batch 


 


  
 


Item 1: New Tag 
 


Enter or use the magnifying glass to the right to select the next alphanumeric tag number 
from your tag inventory to assign and affix to the product being packaged.  


 
Item 2: Room 
 


Select the Room where the package will be located. 
 
Item 3: Item Drop Down 
 


Select the appropriate Item from the dropdown list. Use the magnifying glass to the right 
to view a list of your license’s Items. 


 
Item 4: Package Quantity 
 


Select the unit of measure from the dropdown menu. 
 
Item 5: Package Date 
 


Select the day on which the package is being made. Select "today" to populate the current 
date. 


 
Item 6: Production Batch Checkbox 
 


Only select the Production Batch checkbox if the package you’re creating is a new 
Production Batch. 
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Item 7: Product Requires Remediation 
 


Only select the Product Requires Remediation checkbox if you are packaging product that 
has failed testing and requires Remediation.  


 
Item 8: Harvest Batch Name 
 


Enter the Harvest Batch from which product is being packaged. You can click the 
magnifying glass icon to the right to display a list of all the active Harvest Batches at your 
facility.  


 
Item 9: Quantity Pulled from Batch 
 


Enter the weight of the product being packaged from the Harvest Batch and select the 
unit of measure from the dropdown menu. 


 
Item 10: Add Contents button 
 


You can use this button to add additional sources from which you’re packaging product.  
 
Item 11: Add button 
 


The Add button can be used to create additional packages from the same screen. 
 


Item 12: Create Packages button 
 


Select Create Packages to save the information and create your package(s) in Metrc.  
 
Item 13: Cancel button 
 


The Cancel button will exit the screen without saving any data.  
 
Item 14: Clear button 
 


The Clear button will clear all entered information. 
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Creating Packages from Existing Package(s) 


 
Item 1: New Tag  
 


Enter or use the magnifying glass to the right to select the next alphanumeric tag number 
from your tag inventory to assign and affix to the product being packaged.  
 


Item 2: Room 
 


Select the Room where the package will be located. 
 
Item 3: Item Drop Down 
 


Select the appropriate Item from the dropdown list. Use the magnifying glass to the right 
to view a list of your license’s Items. 


 
Item 4: Package Quantity 
 


Select the unit of measure from the dropdown menu. 
 
Item 5: Package Date 
 


Select the day on which the package is being made. Select "today" to populate the current 
date. 


 
Item 6: Production Batch Checkbox 
 


Only select the Production Batch checkbox if the package you’re creating is a new 
Production Batch. 
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Item 7: Product Requires Remediation 
 


Only select the Product Requires Remediation checkbox if you are packaging product that 
has failed testing and requires Remediation.  


 
Item 8: Package #1 
 


Enter the source package tag from which product is being packaged. You can click the 
magnifying glass icon to the right to display a list of all the active Packages at your facility.  


 
Item 9: Quantity Pulled from Batch 
 


Enter the weight of the product being packaged from the Source Package and select the 
unit of measure from the dropdown menu. 


 
Item 10: Add Contents button 
 


You can use this button to add additional sources from which you’re packaging product.  
 
Item 11: Add button 
 


The Add button can be used to create additional packages from the same screen. 
 


Item 12: Create Packages button 
 


Select Create Packages to save the information and create your package(s) in Metrc.  
 
Item 13: Cancel button 
 


The Cancel button will exit the screen without saving any data.  
 
Item 14: Clear button 
 


The Clear button will clear all entered information. 
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Edible/Non-Edible Process 
 


 
In this graphic, you can see how several bags of Flower and Trim were transferred into the 
Manufacturer from another location via the transfer process. The Flower and Trim was then 
converted to an intermediate product (Process Lot/Production Batch of Concentrate) for use in a 
larger batch. In the example above, we could call it butter. The butter then is used to bake a large 
batch of Peanut Butter Cookies, say 1000. The larger batch of 1000 Cookies is then broken down 
and packaged to be transferred and shipped. Using this example, it is critical to understand that 
each intermediate step requires a new package tag. If you follow the process above, you can see 
how each unique ID number is connected to each unique ID number that preceded it and how the 
"chain" is kept intact. 
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Package Adjustments/Rejections 
 
Package Adjustments can be made in the system to address certain discrepancies, 
inconsistencies, and errors in the data that’s been entered. Package Adjustments cannot be used 
to correct an error in Sales data at a Retail Store. Package Adjustment reasons are populated by 
the State; licensees may use the note section to further explain why a package adjustment was 
made.  


 
A licensee can reject one or more packages from a manifest that has been sent to them. Rejection 
reasons are populated by the State; licensees may use the note section to further explain why 
they are rejecting a certain package. 
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Adjustments Reasons 
Please remember all adjustment reasons are setup by the AMCO, not Metrc. 
 


• API Adjustment Error – when an adjustment is made erroneously in both the API and in 
Metrc 


• API Conversion Error – when amounts are not set up properly or aligned in the POS 
system and Metrc 


• API Duplicate sales entry – when a sales entry has been duplicated by the POS system 
in Metrc 


• Cultivation Sample Testing - Testing Lab Only 
• Drying - 5-7 grams per pound 
• During Transfer - Errors in Transfer or something is damaged in Transfer 
• Entry Error - Calculation when pulling from packages to create a new package or make 


a mistake in an adjustment. This should not be used to instead of correcting sales. 
• In-House Quality Control - In house testing/sampling 
• Over/Under Pulled - Manufacturers and Cultivators will mainly use this. 
• Oversold/Undersold - For stores only when a mis-ring happens in the POS system. 


Oversold should be used in conjunction with Undersold, gram for gram and each for each. 
Notes section should be used to reference the package that is being Oversold or 
Undersold together. 


• Package Material - Jar or bag included in package weight 
• Plants Unpacked - Cultivator only when planting immature plants 
• Scale Variance - When there is a variance between two scales, should not be more than 


.9 grams per pound 
• Seed Planting - Cultivator only when planting seeds 
• Spoilage - Edibles/Non-Edibles past expiration or go bad 
• Testing - Testing Lab Only 
• Theft - Internal or external theft, State should be notified and documentation filed with 


support@metrc.com 
• Waste - Bud, Shake/Trim, Pre-rolls, Concentrates, Recalls (when product must be 


destroyed) & State Mandated destruction 



mailto:support@metrc.com
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Packages - Keep in Mind 


1. An Immature Plant can be packaged and transferred for sale. 
2. For incoming packages used by a Manufacturer in an intermediate step, such as making a 


concentrate to be used in multiple infused product batches, you will create a new package for 
the concentrate. 


3. The new package of concentrate is a Production Batch/Process Lot and must be appropriate 
designated as such using the relevant checkmark box as the package is created. Product 
from the new production batch may be used to make a new production batch of another 
infused product or may be repackaged for transfer/sale. 


4. This makes it more easily recorded as connected to the finished infused product package. 
5. Packages made at a Manufacturer, Wholesaler or Retailer should be created by pulling from 


other packages. 
6.  A package must exist in order for it to be selected for transfer. Transfers are real-time 


inventory dependent. 
7.  A package can be discontinued as long as it has not been transferred, used to make another 


package or sold out of. In that case, it can't be discontinued. 
8. A package can be finished as long as the package is zero, there is no more product in it and 


it is not on hold by the state. 
9.  A finished package can be unfinished but a discontinued package cannot be unfinished. 


10. There must be a contents section for each new package created from an existing package.  
11.  When adjusting a package, you must use the appropriate adjustment reason.  
12. When sending 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. 
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Samples - Keep in Mind 
 
A marijuana cultivation facility shall record in its marijuana inventory tracking system all 
marijuana used to provide a sample authorized under 3 AAC 306.460 for the purpose of 
negotiating sales, including: 


1. The amount of each sample; 


2. The retail marijuana store or marijuana product manufacturing facility that received 
the sample; and 


3. The disposal of any expired or outdated promotional sample returned 
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Transfers 
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Transfers - Keep in Mind 
 
1. A transfer must be created anytime a package moves from one license to another. 
2. To print a manifest, click on the manifest number to highlight in orange, then click on View 


Manifest button. Then the manifest may be printed. 
3. A package must be received completely: the system DOES NOT allow for a partial package 


to be received. 
4. A transfer can be rejected by package or completely. 
5. You cannot receive a partial package. 
6. A rejected package will require the originating Licensee to receive the package back into their 


custody. 
7. A package must exist in order for it to be selected for transfer. Transfers are real-time inventory 


dependent. 
8. If you receive a package, you will have the opportunity to report a new weight. Note: a new 


weight will raise an exception in the AMCO reporting. 
9. You must receive the transfer within 24 hours. 


10. If you have any questions at all about the transfer, you need to reject it. (3 ACC 306-730) 
11. Transfers - 3 AAC 306.730 


a. A retail marijuana store may not accept marijuana or a marijuana product that does 
not have a valid transport manifest. 


b. A retail marijuana store shall account for any variance in the quantity of marijuana 
c. When marijuana or a marijuana product is transported, the marijuana establishment 


that originates the transport shall use the marijuana inventory tracking system to 
record the type, amount and weight of marijuana or marijuana product being 
transported, the name of the transporter, the time of departure and expected delivery, 
and the make, model, and license plate number of the transporting vehicle. A 
complete printed transport manifest on a form 
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Sales 
Entering Sales 


 
Only Dispensaries send Sales information in the system. Recording Sales in Metrc is "reporting 
the last event in chain of custody" in this Seed-to-Sale tracking software. 
 
Sales may be entered two (2) ways: 


1. Manually 


2. Data Import - via .CSV file upload or API from a Third Party Vendor that has completed 
the certification process with Metrc and the AMCO. 


 
Sales must be entered into Metrc daily on the day sales are made using the “Record Receipts” 
button for manual entries, or the “Import” button for CSV uploads.  
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Manually Entering Sales Receipts 


 
Item 1: Receipt Date 
 


The date of purchase from the receipt. 
 
Item 2: Time of Sale 
 


The time of sale in hours and minutes.  
 
Item 3: Time of Day 
 


Identifies whether the sale occurred in the am or pm hours.  
 
Item 4: Package Number  
 


Package(s) from which product was sold.  
 


Item 5: Availability 
 


Displays how much product remains in the existing Metrc package.  
 
Item 6: Add Package button 
 


Use to add additional package information.   
 
Item 7: Add button 
 


Use to populate information from a separate Sales Receipt while on the same screen. 
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Item 8: Quantity 
 


How much product the customer purchased from the identified package(s). 
 
Item 9: Total Price 
 


Enter the Total Price for the product sold before tax and after any discounts.  
 
Item 10: Record Sales button 
 


Select Record Sales to save the information and exit the screen.  
 
Item 11: Cancel button 
 


Select to exit the screen without saving any changes. 
 
Item 12: Clear button 
 


Select to clear all entered information.  
 
You can use the “Edit Receipts” button to edit the date and time, consumer information, and 
package/sales details. 
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Sales Data Import 
 
You will need the ability to associate the Metrc package ID number to one or more sku items in 
your POS to import Sales data via the API.  
 
If they do not participate in the API (see the API Third Party Vendor list of companies who are 
certified to use the API with Merc at www.metrc.com/alaska), your Point of Sales vendor can help 
you export a csv file from their system to your computer. You can then import that csv file into 
Metrc. 
 
If your POS vendor participates in the API, they can push this data to the software automatically. 
 
CSV - Comma Separated Variable file or Comma Delimited file 
 
To use the CSV upload: 
 
A sales upload from a common file type is available from the Sales function within a retailer. The 
file will need to be a text file separated by commas, commonly called a CSV file. This type of file 
can be created from an excel worksheet. The image below shows where to select the file. Once 
you have selected Sales, select the "Import" button shown below. You should be able to create a 
CSV file from your existing Point of Sale system.  


 


 
 


A new screen will open. Select the "Sales (new)" button and select the file to upload.  
 


 
 


Notes: 
 


1.  Please be sure to select the correct file before uploading. 
2.  All uploaded files will be imported automatically. 
3.  Once a file is uploaded, it cannot be removed. 
4.  Once a file is imported, its data cannot be removed. 
5.  Every single upload is tied to your current account and facility. 
6.  Files are limited to 1MB (megabyte) in size. 
7.  All files will be scanned by antivirus software.   
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Formatting your CSV Sales File for Upload 
 
The CSV data fields for the upload are as follows: 
 
New Sales Receipts: 
 


 
 
Please remember, the CSVs cannot have a header, just the data. The file will need to be created 
without headers and with a separate row for each transaction, for example: 
 
“2018-01-23 12:30”,”Consumer”,””,””,”ABCDEF012345670000011229”,”5”,”Grams”,”20” 
 
*Please note that the commas are just to designate the next column in the file. These commas 
will NOT be placed in your file if you are using a .csv file/excel spreadsheet. If you are making a 
.txt file, then you WILL need the commas. 
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Existing Sales Receipts: 
 


 
 
Example: 
 
“2018-01-23 12:30”,”Consumer”,””,””,”ABCDEF012345670000011229”,”5”,”Grams”,”20” 
 
*Please note that the commas are just to designate the next column in the file. These commas 
will NOT be placed in your file if you are using a .csv file/excel spreadsheet. If you are making a 
.txt file, then you WILL need the commas. 
 
Notes: 
 
• If you are updating a previously uploaded entry, you will need to retrieve the receipt number 


from Metrc. 
• If you receive an error upon upload, you may contact the Metrc Support Desk for assistance 


diagnosing the issue. Errors are usually due to missing or invalid data in the CSV file 
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Metrc Support 
 
• Support Materials (available through the software 24x7x365) 
 


1.  This State Supplemental Guide 
2.  Metrc Manual/User Guide 
3.  CSV Uploads Guide 
4.  Metrc Reports Guide 


 
Interactive Support Team 
 


1. Email - support@metrc.com 
2. Phone - 877-566-6506 


Monday - Friday: 6 am – 5 pm AKT 
Saturdays: 6 am – 4 pm AKT 
Sundays: Voicemail & Email Only 


 
• Training - sign up for training through the Metrc website (www.metrc.com) or by navigating to 


“Sign up for Training” under the Support Tab on the navigation bar in the software.  
 


To sign up from your Metrc account: 
1. Click on Support in the right-hand options on the navigation bar. 
2. Click on “Sign up for Training”. 
3. In the new window, click on the date you’d like to attend a specific training and 


fill out the registration information. 
 


To sign up from www.metrc.com: 
1. Click on “Customers” on the navigation bar and select “Alaska”. 
2. Click on the green “Training Sign Up” button. 
3. Click on the date you’d like to attend a specific training and fill out the 


registration information. 
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Industry Generic User Guide 


 
The Metrc User Guide 2019 Version 9.0 


 
 
The Metrc system was developed in accordance with the State and the State’s rules and 
regulations governing the Marijuana Industry. The State is tasked with the regulation of the State's 
two marijuana industries (Medical and Retail), the State is responsible for providing the rules 
under which these industries are expected to operate. All rules are written in response to the 
direction and authority provided by state statute. These rules are put in place in accordance with 
the State's rules and regulations. For specific questions regarding rules and regulations Metrc 
users should refer to the State. Operational questions regarding Metrc can be addressed with 
Metrc LLC. 
 
Please note the State has made several rules with regards to who may and may not access the 
Metrc system. The regulations define many aspects of the responsibility of who is allowed in 
Metrc, what they are allowed to do while in the Metrc system and what they are responsible for 
when they have entered information into the Metrc system. The Metrc manual is a reference tool 
for those people who are lawfully allowed to actively use the system and have received proper 
credentials under the enforcement division's rules and regulations. It is assumed that all users of 
the Metrc manual have read, understand and are compliant with these rules and regulations. 
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Overview of Metrc 
 


 
 


 
Metrc stands for Marijuana Enforcement, Tracking, Reporting and Compliance. Metrc is 
a State Mandated Tracking and Reporting Software to chart your chain of custody for 
your Marijuana and Marijuana Infused Products from seed to sale. 
 
The Metrc™ Compliance Management System allows a licensee to track all of the 
Marijuana inventory grown, processed, transferred and sold for either medical or 
recreational use. The Metrc system consists of a web application, web services, a mobile 
application for site inspection, and a mobile application for industry use. Metrc can 
integrate with other systems for retrieving information such as licensing or tax from 
Departments of Health or Revenue or third-party systems through the use of the Metrc 
API. 
 
The goal of the Metrc system is to: 
 


• Capture perpetual inventory quantities for each Licensee. 


• Track and record a chain of custody from “starter” plant to patient or consumer 
acquisition. 


• Provide the inspection process with the tools necessary to complete onsite 
validation of inventory. 


• Support the auditing process from a series of exception reports. 


• Provide the industry with the means to report the required inventory events. 
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Life Cycle 
 
The graphic below is what we call the Marijuana Life Cycle. This picture graphically depicts the 
scope of the Metrc system and how Metrc interacts with the industry. The intention of this slide is 
to help users understand how the Metrc system was designed and how each process is captured 
and moved through the industry. 
 


 
The Steps 


1. Cuttings, seedlings, or clones are grouped and identified as an immature batch. 
2. An immature plant becomes a vegging plant when the plant reaches your state’s required 


tagging height for Vegetative plants. A unique RFID tag is assigned to the vegging plant. 
3. A vegging plant becomes a flowering plant when the light cycle changes to 12 hours on 12 


hours off. 
4. Harvesting is the process of cutting down a plant and obtaining the wet weight before 


initiating the trim process. It is performed only on plants in the flower phase creating the 
harvest batch. 


5. Marijuana in the form of buds or shake/trim (by weight) may be packaged and sold or 
processed into hash or infused product. A Unique RFID label is assigned to the package. 


6. Packaged inventory is transferred to an infusing business by its own cultivation or from 
another selling business for the purpose of producing infused products. 


a. An infusing business will repack its infused product for transfer to a selling business. 
A unique RFID label is attached to the package. 


7. Packaged inventory is transferred to a selling business by its own cultivation, another selling 
business or from an infusing business, for the purpose of selling inventory. 


a. A selling business will repack inventory for transfer to another selling or infusing 
business. A unique RFID label is attached to the package by the transferring 
business. 


8. A selling business will sell from packaged inventory. 
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Navigating in Metrc 
Navigating in Metrc is similar to navigating in a traditional website. Metrc uses tool bars, drop 
down menus and only requires the use of a mouse to navigate and perform functional tasks. The 
two primary tools bars in Metrc run along the top of the site and in the upper right corner. 


 


 
 
Item 1: Metrc Navigation Bar 
 


The Metrc Navigation Bar is the long black bar that runs from left to right at the top of your 
screen when you’re logged into Metrc. You will select from the various options on this bar 
to conduct your data entry.  


 
Item 2: Information Envelope 
 


The Information Envelope on the far left of the navigation bar will display Metrc Support 
holiday hours and/or closures, the number of expiring or expired Patients registered at a 
store, and other important information. 
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Common Buttons in Metrc 
 


 
 


Item 1: Cancel button 
 
The cancel button will cancel the operation prior to saving information in the field you are 
working in.  


 
Item 2: Add button 
 


Plus button is used to edit multiple action reasons simultaneously.  
 


Item 3: Clear button 
 
The Clear button will remove all data fields from the menu you are working in, prior to 
completing the transaction.  
 


Item 4: Today's Date 
 
The Today Button will enter the date for the day your computer is set to.  
 


Item 5: Page View  
 
This function will show you the number of pages this area has available to use. It is used 
in conjunction with the items per page.  
 


Item 6: Filter 
 
The Filter Button denotes a date field you can search (See search function topic). 
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Item 7: Drop-Down Arrow 
 
The Drop-Down Area denotes a field that has more data available for viewing. Plants, 
Packages, Transfers are common areas where this feature is available.  
 


Item 8: Viewing Indicator 
 
The viewing indicator will tell you how many items you are viewing and how many are 
available to be viewed. 


 
Item 9: Items per page  


 
The items per page will tell you how many items per page you are currently viewing. You 
can view 5, 10, 20, 50, 100 per page.  
 


Item 10: Refresh 
 
The Refresh Button is found in the lower left corner and will refresh the data on a page.  
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Licenses & Permissions 


 
*Patients is only an option on the navigation bar for medical stores in certain states. 
 
Grow 
 


Functions available on the navigation bar for Grows include: Admin, Packages, Plants, 
reports, and Transfers.  


 
Processors 
 


Functions available on the navigation bar for Processors include: Admin, Packages, 
Reports, and Transfers.  


 
Stores 
 


Functions available on the navigation bar for Stores include: Admin, Packages, Patients*, 
Reports, Sales, and Transfers.  


 
Transporters 
 


Functions available on the navigation bar for Transporters include: Admin, Packages, 
Reports, and Transfers. 


 
Testing Lab 
 


Functions available on the navigation bar for Testing Labs include: Admin, Packages, 
Reports, and Transfers. 


 
Please verify your Web Browser settings prior to working in Metrc. Security and firewall settings 
may impact your performance in Metrc.  
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Working In/Switching Between Facilities 
 
In the upper right-hand corner, select a facility from a list of facilities. In this drop-down menu, 
you will see a list of companies created by the Facility Admin shown in the picture below. While 
you are working in the Metrc system, you will need to be clear on the facility you are working in. 
In the Metrc system, each facility is a business in and of itself and operations are limited to that 
particular facility.  


 
 


Item 1: Current Facility 
 


This is the facility in which you are currently working.  If your organization only has one 
facility, or if you are an employee who will only have access to one facility, that 
facility/location information is what you will see here. 


 
Item 2: Drill Down Arrow 
 


If your organization has multiple facilities and you have access to more than one of them, 
a Drill Down Arrow will be available to the right of the facility information. You will click on 
this to populate the list of facilities to which you have access. 
 


Item 3: Other Available Facilities 
 
Once the list has populated, you can toggle between facilities, clicking to select the facility 
you need to work in. The selected facility will then appear as the Current Facility. 


 
As examples of this, a person working in Metrc should be aware: 


• If you are an employee of a single facility, you will only see one option. 
• If you are an employee of multiple facilities, you will need to select the facility you are 


working in. 
• A medical business and a retail business are considered two different facilities, even if they 


are in the same building. 
• The options in the navigation bar will be based on employee permissions and the facility 


type. 
 
Also, note that additional kinds of hardware such as RFID reader devices and bar-code scanners 
are not required to work in Metrc. A standard mouse connected to your device is sufficient to 
perform all functional tasks in Metrc. Additionally, any PC, Laptop or tablet device with internet 
access can access the Metrc site. 
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Log-In Screen 
 


 
 
Please note, the Commission has made several rules with regards to who may and may not 
access the Metrc system. The regulations define many aspects of the responsibility of who is 
allowed in Metrc, what they are allowed to do while in the Metrc system and what they are 
responsible for when they have entered information into the Metrc system. The Metrc manual is 
a reference tool for those people who are lawfully allowed to actively use the system and have 
received proper credentials under the enforcement divisions rules and regulations. It is assumed 
that all users of the Metrc manual have read, understand and are compliant with these rules and 
regulations.  
 
Item 1: Username field 


 
The username will be your State-issued Badge Number, Handler’s Permit, or Agent ID 
provided by the state.   


 
Item 2: Password field 


 
Password requirements for Metrc, at least: 


•  1 Upper case letter 
•  1 Lower case letter 
•  1 Number  
•  1 Special character such as a dollar sign, pound or symbol 


You are not limited to the number of each you use but must contain at least one of each 
of the required letters or symbols.  
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Item 3: Log in button 


 
Once you have entered your user name and password you will be able to log into Metrc. 
 


Item 4: Recover Username 
 
Recover Username is used if you do not remember your username. 


 
Item 5: First Time User 


 
First time user link is for first time users to be able to click and enter their first-time key 
that was given in their welcome email. 


 
Item 6: Reset Password 
 


Can't access your account link is for when you can't remember your password, you may 
click the link and it will send you a password reset to your email of record. Please make 
sure you enter your username first. 


 
Item 7: Sign Up for Training 


 
Sign Up for Training is a link to be able to sign up for training classes. 


 
Item 8: Training Videos 


 
Training Videos is a link to the step-by-step YouTube videos that are located on Metrc’s 
web site. 
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Metrc Administrator 
 
The roll of the Metrc administrator is to create all of the initial operational functions of a licensed 
business and make sure employees get training on the use of the Metrc system. Metrc provides 
ongoing training and support to supplement the business owners’ efforts. This includes a New 
Business/New Employee Training and an Advanced Metrc Class every week. 
 
To assist the administrator, all of the administrative functions in Metrc can be delegated with the 
exception adding facilities. The addition of new facilities is the sole capability of the Metrc 
administrator. 
 
To get started as an Admin in Metrc, upon completion of training, a business owner should send 
an e-mail to support@metrc.com with the following information: 
 
•  The Name of the business and DBA if there is one 
•  The Business License number 
•  The Owners name 
•  The Owners badge number/handler's permit or date of birth 
•  A valid email address 
 
If your state has unlicensed users, then please include your Date of Birth and phone number as 
well. 
 
The owner may also appoint another employee as their Key Administrator, however the owner 
must email support@metrc.com and provide the information above for that employee. However, 
the owner will need to be added in as a regular employee with full permissions. 
 
The Metrc support team will provide an e-mail response with your credentialing response 
information. Email responses will be sent explaining that your request will be completed within 48 
hours Monday - Thursday. Email requests sent in on Friday will be completed on Mondays. 
 
All other Employees – a welcome email will be sent to you after your Metrc Administrator sets you 
up in Metrc as an employee. Check your email inbox for the welcome to Metrc email. If you do 
not receive this, check with your Metrc administrator; they have the ability to resend your welcome 
email at any time. 



mailto:support@metrc.com

mailto:support@metrc.com
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Welcome to Metrc email - Example 
 
First Time Credentialing Example: 
 
As soon as the State Administrator enters you in as an employee in Metrc, you will receive a 
"Welcome to Metrc" email from support@metrc.com and will have two links to the log-in website.  
 


• The first link will redirect you to the state website and automatically add the security key 
into the log-in screen.  


• The second link is provided to allow the user to create a short cut or web link for future 
use.  


 
 


Item 1: Log-in Link 
 
This link will take you to your log-in page where you can begin to log into Metrc.  


 
Item 2: First Time Log-in Key 


 
This key is your temporary first-time log-in key that can only be used once. Also, it is only 
good for 24 hours. 


 
Item 3: Site Link 


 
Use this link to create a book mark. 
 


Please note: 
• Be sure to check your email settings and your spam/trash folder. Your settings may 


prevent you from seeing the email.  
• The welcome email with the First-Time log-in key is only good for 24 hours and will then 


become invalid for security purposes.   
• If you have trouble with your Metrc login, you may request another security key by 


contacting the state administrator. 



mailto:support@metrc.com
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User Profile 
 


 
 


User Profile is where you will set up your Metrc Log-in information, enter your email address, 
phone number, change your password and set up your security questions. 
 
Item 1: Full Name  


 
Your full name information is already set up in the system by the facility Admin when your 
profile is created. 


 
Item 2: Email 


 
You can enter and change your email in this section. 


 
Item 3: Phone Number 


 
You can enter and change your phone number in this section.  


 
Item 4: Username 


 
Your username will be a badge issued by the State. 


 
Item 5: Password 


 
This is where you can set up and change your password.  
Password requirements, at least: 
1 upper case letter, 1 lower case letter, 1 number, and 1 special character 


 
Item 6: Confirm Password 
 


You will need to confirm your password when you are setting it up for the first time and/or 
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when you are changing the password.  
Item 7: Security Question 


 
You can create your own security question so that if you ever forget your password you 
can answer your security question and be able to log-in to Metrc. 


 
Item 8: Security Answer 


 
You can answer your security question in this box. Your security question and answer 
can be used if you ever forget your password. 


 
Item 9: Save Profile button 


 
The Save Profile button is used to save all the changes that you have entered to your 
User Profile.  


 
Item 10: Undo Changes button 


 
The Undo Changes button is used to clear all the changes that you had previously 
entered in this current session.  
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Initial Account Setup 
 
Metrc has created a step by step process that will ensure a licensee captures all of the necessary 
requirements and information into Metrc. Setting up a facility in Metrc follows a logical process 
designed around the common business practices of the Marijuana Industry. When setting up your 
Metrc system, it is important to follow this process to minimize data input and maximize accuracy. 
Remember, all information created in Metrc is in a live system and subject to review by the State. 
 
Facility Step by Step Setup Process: 
 


1. Receive Metrc Administrator credentials (See First-Time Credentialing in this guide) 
 
2. Add Facilities/Locations (Under the owner’s profile area on the far right of the navigation 


bar) 
 
3. Select Facility/Location 
 
4. Under Admin on the navigation bar, add: 


a. Tag Orders 
 


*Tags must be ordered from each individual license. 
 


b. Rooms 
 


c. Strains  
 


*Employees and Strains may be added to multiple facilities at once across license 
types. 


 
d. Items 


 
*Items must be entered in each individual license. 


 
e. Employees 


 
5. When tags arrive, receive tags digitally in Metrc from the Tag Orders screen, then begin 


entering plants and/or packages information.  
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Add Facilities 
Adding Facilities is a function that is uniquely required of the Metrc Key Administrator. Only a 
Metrc key administrator is allowed to add a facility and therefore a Metrc key administrator should 
complete the addition of all facilities before any other data is entered. 
 
To Add Facilities/Locations, this can only be done by the Key Administrator. You will do so 
under the Profile area on the far right of the navigation bar. You will click on the drop down caret 
and then choose Facilities. 
 


 


 
 
Item 1: Facility License Number 


 
This is the facility business license number issued by the State. The location and contact 
information are provided by the State license software and cannot be changed or altered 
by Metrc. 


 
Item 2: Add button 


 
Multiple facilities may be entered at one time. By selecting the add button, an Admin may 
add multiple facilities at the same time on this screen. 
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Item 3: Add Facilities button 
 


Click this button to save your data and exit. 
 
Item 4: Clear button 
 


The clear button allows you to erase all data entered and begin again if the user has a 
mistake. 


 
Item 5: Home page 
 


Select a home screen for the facility. This will be the first screen that will appear for the 
Metrc administrator login. Selection of the home screen does not impact the ability to move 
within the different areas of Metrc; it is simply a function put in place to allow for easier or 
more convenient access for the user. Please keep in mind that the Home page must match 
at least one permission. 


 
Item 6: Employment 
 


Employment is where you can select the employee’s status at the facility. 
 
Item 7: Cancel button 
 


Click this button to cancel your data entries, without saving, and exit the screen. 
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Editing Facilities 
 
You are able to give your facilities an ALIAS name or nickname that will appear in the black 
dropdown facility box. To facilitate this function, we have an “Edit Facilities” button in the Add 
Facilities/Locations screen.  This is located under the down caret as shown on page 20.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
This nickname feature will only be visible to you and those employees with Metrc access within 
your facility. Transfer manifests will continue to show the legal name only. 
 
Instructions on Changing Your Facility Name 


• You can change your facility name by selecting Admin/Facilities from the top navigation 
menu, then highlight the facility you want to rename and click Edit Facilities Name button. 
You can also just click the Edit Facilities Name button and use the Facility dropdown box, 
on the left side of the form, to select the facility you want to rename. 


• Next, type in the alias/nickname you would like to use for this facility and click the green 
Save Names button. 


• Note: The Legal name box on the right side of the form is populated with the legal name 
in the State licensing database. If you decide to go back to the legal name at any point, 
simply click on the “Set as Current” box. 


• The Trade Name box will be used in the future to show the DBA name associated with 
your legal name. For now, this will be unused. 
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Tag Orders 
Ordering Tags in Metrc is a simple process however it is very important to pay close attention 
when placing your order. Once a tag order is submitted it can only be canceled before 7 pm CST 
on the day that you place the order. Metrc tags are custom printed for each facility and cannot be 
returned once the printing process has begun and are non-refundable; so, it is strongly advised 
that you be sure orders are placed for the correct facility, amount and type of tags required. 
 
Additional notes about tag ordering: 


• Tags are ordered from the Admin function 
• Tags can be ordered via Credit Card, check or money order 
• Payment information is not required to be the licensee or the business owner 
• Each facility must have billing information entered. You can choose to ship to a different 


location (No PO Boxes). 
• Tags will be sent by UPS. 
• Tag costs are listed in your State’s Supplemental under the Support Tab. 
• You can request expedited shipping if you would like at an additional expense. The options 


are UPS Next Day Air and 2nd Day Air.  In some areas UPS will deliver on Saturday’s, this 
is an additional expense on top of the Expedited charge. Please contact the support line 
at support@metrc.com or 877-566-6506 to expedite your tag order as soon as you have 
completed the order.   


• Please note if you place an order for Expedited Next Day or 2nd Day air it will not print or 
ship until the next business day.  For example: An order placed on Monday will print and 
ship Tuesday arriving Wednesday with Next day air or Thursday with 2nd day air.  If you 
order on a Thursday it will print and ship Friday and arrive Monday with Next Day Air or 
Tuesday with 2nd Day air.  Nothing will ever print or ship of the day of an order.  All orders 
are printed on Monday through Friday.  No printing or shipping on weekends or major 
holidays.  


 


 
Item 1: Order History 
 


This will show all of the details on previously placed orders. See tag order history screen 
for more details. 


 
Item 2: New Tag Order button 
 


New Tag Order button is used to begin a new tag order process. 



mailto:support@metrc.com
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Item 3: Order Number 
 


Order Number shows the specific Order Number created once the order is completed. 
 
Item 4: Order Date 
 


Tag Order Date shows the time the order was placed into Metrc. 
 
Item 5: Status 
 


Status shows the current status of an order. Order status can be: Pending (waiting on 
payment), Paid, Printing, Printed or Shipped. 
 


Item 6: Total 
 


Total is the total amount of the order including shipping. 
 
Item 7: Amount Paid 
 


Amount Paid is the total amount paid for the Tag Order. 
 
Item 8: Tracking Number 
 


Tracking Number will display the UPS tracking number(s) of the order. 
 
Item 9: User 
 


User shows the name of the person who placed the order. 
 
Item 10: Invoice button 
 


Invoice will download a PDF of the tag order’s invoice. 
 
Item 11: Receive 
 


When orders have been shipped and physically received you will need to receive the tags 
into your Metrc account by selecting the receive tags button. By selecting this button, the 
tag ID numbers will show in your Metrc account in the pull-down menus in the tag areas. 


 
Note: 
 


• When an order has just recently been placed, there will also be a Payment button and a 
Void button. 


• Payment button: Allows you to select or alter the method of payment up until it says 
"printing" on the tag order screen. 


• Void button: Void button is used to void a current order. If you choose to void a tag order 
it must be done before 7pm CST on the day that you place the order. 
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New Tag Order 


 
 
While ordering tags in Metrc is a straightforward process, it is important to pay close attention and 
check your information before placing an order. Metrc tags are custom printed for each facility; as 
such, orders cannot be cancelled once the printing process has begun and are non-returnable. 
Pay close attention to the facility, amount of tags, and type of tags being ordered, double-checking 
your information before hitting the Place Order button.  
 
Item 1: Facility License # 
 


Facility License # will be auto-populated based on the facility you are currently working in. 
 
Item 2: Physical Address 
 


The Physical Address of the facility is auto-populated with the facility address on file with 
the State.  


 
Item 3: Plant and/or Package Tag Amount 
 


Enter the number of Plant Tags you’d like to order (Cultivations only) and/or the number 
of Package Tags you’d like to order.  


 
Item 4: Shipping Details 
 


Enter your preferred shipping address.  
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Item 5: Place Order button 
 


Click the Place Order button after you have verified your information is correct to submit 
the order. 


 
Item 6: Cancel button 
 


Click this button to exit the screen without saving any data. 
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Tag Order History Screen 


 
 
Item 1: Current/History Tab 


 
Current Tab is used to show current tag orders that have been placed but not yet received. 
By selecting the History tab, you will be directed to a screen where you can see all activity 
for previous orders that have been received. 


 
Item 2: Historical Information 


 
Included in the History is the Order Number, Date, Status, Price, Tracking Number and 
the person who placed the order. 
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Receiving your Tags into Metrc 
 
As a security feature to ensure physical tags are not diverted before they reach you or used by 
anyone other than the licensee who ordered them, your tags will not automatically populate in the 
system as the order is placed. Once your tag order has shipped, a “Receive” button will populate 
in the Tag Orders area of the system as displayed below. When your tags arrive, select the 
“Receive” button for the order to populate the tags in the software.  
 


 
 
Item 1: Receive button 
 


Select this button once your tags have physically arrived. After selecting the receive 
button, a confirmation window will appear prompting you to confirm receipt of your tag 
order.  
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Tags Available/Used/Voided 
 
Under the Admin tab, you will see a “Tags” option under Tag Orders. If you select Tags, it will 
bring you to your Tags screen. This screen will display all available, used, and voided tags for 
your facility. 


 
Item 1: Available Tab 
 


The Available Tab shows the tags available for you to use. 
 
Item 2: Used Tab 
 


The Used Tab shows the tags that have been assigned to product already and are not 
available to use. 


 
Item 3: Voided Tab 
 


The Voided Tab shows the tags that have been voided. 
 
Item 4: Tag  
 


The tag column displays the full plant or package tag number. 
 
Item 5: Type 
 


The type column displays the type of tag (plant or package). 
 
Item 6: Status 
 


The status column shows the status of the tag (Received, Used, Voided). 
 
Item 7: Commissioned 
 


The Commissioned column shows the date that the tags were commissioned (printed and 
sent out). 


 
Item 8: Void 
 


The Void button can be used if a tag is lost or damaged beyond use and needs to be 
voided. This will move the tag to the Voided tab. 
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Rooms Function 
 
A room is designed to be a physical location to identify where product is located. The room does 
not necessarily need to be a room but may also be a location within a given room. As an example, 
if a grow is small and only has one room it may classify multiple areas of a room such as "Row 1, 
Row 2, Row 3". An additional example, a large grow that may have a large room holding several 
phases of plants of the same strain may choose to use "Veg Room Section 1, Veg Room Section 
2, Veg Room Section 3" to provide a specific location for a group of plants of the same strain in a 
different phase in a single room. As one final example, a group of plants may change phases in 
the same room and the room continues to change phase making the room and the plants track 
together up and through the harvest phase. In this case, a room can almost act as a batch. 
 
When setting up your rooms, it will be important to keep in mind the ability to move plants by room 
and phase. The Rooms function provides an easy way to move product in large volumes and the 
room feature can assist in minimizing the efforts in these moves. Rooms can be added, deleted 
or edited very easily and as often as desired. 


 
Item 1: Add Rooms button 
 


To add a room simply select the add rooms and a new window will open. 
 
Item 2: Edit Rooms button 


 
Your room name can be any "location" name that you would like to utilize. 


 
Item 3: Discontinue 
 


Use this button to permanently remove a room from your list. 
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Room Layout 
 
The following graphics show two concept layouts of how rooms could be laid out in Metrc to work 
with the Changes by room function. 


Figure 1 
 


In figure 1, we have a scenario where a single room houses multiple strains of vegging plants. 
 


 


 
Figure 2 


 
In figure 2, we have two strains in two different phases. In Metrc, we would use the add/edit rooms 
feature and create the rooms to match. It is permissible in Metrc to create rooms to match a 
facility’s operations. 
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Add Room 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Item 1: Name field 
 


Name field will allow you to add a name to the room. This can be any name, location or 
sub location you choose. For example, "Veg Room Section 1" "Veg Room Section 2" etc. 


 
Item 2: Add button 
 


When creating rooms, you can add multiple rooms at one time. 
 
Item 3: Create Rooms button 
 


Select this button when you are finished and ready to create the room. 
 
Item 4: Clear button 
 


By selecting this button, you will clear the data entered in the "Name" Field 
 
Item 5: Facilities 
 


You can add a room to more than one facility at a time. Here you will select the facilities 
you want this room added to. 


 
Item 6: Cancel button 
 


Use this button to cancel a new entry before selecting the "Create Rooms" button. 
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Edit Rooms 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Item 1: Room field 
 


The drop-down menu will allow you to select the room you would like to edit. 
 
Item 2: Name field 
 


Name field is where you can edit the name field associated with the room. 
 
Item 3: Add button 
 


You can edit multiple rooms at a time. 
 
Item 4: Save Rooms 
 


You select the Save Rooms button to save changes and edits. The room information will 
be updated. 


 
Item 5: Clear button 
 


When you see a clear button, you can clear the room entry and begin again. 
 
Item 6: Cancel button 
 


You may select the cancel button to exit the screen without saving any changes. 
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Adding Strains - Breakdown 
 


 
 
Item 1: Strain Name 
 


Enter each Strain you grow and/or carry at your facility.   
 
Item 2: Testing Status  
 


An optional field in which you can define whether the product has been tested, and if so, 
if testing was performed in-house or by a third party.  


 
Item 3: THC and CBD Content 
 


An optional field in which you can identify the THC and CBD content of the Strain. 
 
Item 4: Indica vs. Sativa  
 


An optional field in which you can identify the Indica vs Sativa makeup of the Strain.   
 
Item 5: Add More Strains 
 


Select this button to add multiple strains at once on this screen. 
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Item 6: Create Strains button 
 


Select this button to save the information and create the strain(s). 
 
Item 7: Cancel button 
 


Select this button to exit the screen without saving any information. 
 
Item 8: Additional Facilities 
 


If your organization has multiple facilities, you can add strains to one or more at the same 
time using the relevant checkmark boxes. 
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Edit Strains 
 
Metrc allows you to edit a strain that has already been added to your system. If a strain name has 
changed or been modified or if a strain has new test data, the edit feature can be used to update 
the information. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Item 1: Save Strains 
 


To save the edited data, click this button. 
 
Item 2: Cancel button 
 


To exit this screen without edits. 
 
Item 3: Clear button 
 


To clear all the fields and begin entering data again select this button. 
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Adding Items – Keep In Mind 
 
When adding Items into Metrc, please keep in mind: 
 
1. The “Item” name should identify the product that will be packaged and eventually distributed 


to Patients/Consumers. 
2. The Item name should not simply identify the Category; it should describe the specific item 


that will be packaged from a Harvest or Production Batch. 
3. Items must be populated for each individual facility. 
4. As you create your Item, you will also identify the Category it belongs to. Categories available 


in the dropdown menu are populated by the State. Categories facilitate the tracking of product 
in the system by like groups. 


5. The facility packaging the product names the Item; the Item name carries with the product 
through the distribution chain. It is unlikely that a store would ever change the name of an 
Item, even if/when repackaging product. 


6. Once Items are created in the Items admin area, they will be available in the Items dropdown 
menu as the facility creates packages. 


 
• Item Categories are defined by the State, refer to your State Supplemental to find the 
specific categories that have been setup by your State. 
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Adding Items 
 
 
 
 
 
 
 
 
 
 
 
 
 
Item 1: Name 
 


Type the Item Name, keeping the naming requirements identified in the Categories 
discussion on the previous page and under Category below in mind.   
 


Item 2: Category  
 


Select the correct Category for the item from the State-populated dropdown menu, 
keeping in mind the guidelines reiterated below. Certain category selections may populate 
more data fields underneath Unit of Measure for you to complete. 
 


Item 3: Unit of Measure 
 


If an Item belongs to a weight-based Category, select the Unit of Measure for that Item. If 
the Item belongs to a count-based “each” Category, select “Each”. Please ensure you’ve 
selected the correct unit of measure before creating the item.  


 
Item 4: Clear button 
 


Select this button to clear all entered data. 
 
Item 5: Add button 
 


Select this button to create additional items while on this screen. 
 


Item 6: Create Item button 
 


Select this button to save all entered data a create the item in the system. 
 
Item 7: Cancel button 
 


Select this button to exit the screen without saving any information. 
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Edit Items 
 


 
Item 1: Item field 
 


The item field allows a user to change or modify a specific item that has already been 
created. By using the pull-down menu, the user can select the item they choose to modify. 
All of the fields can be changed or modified. The user may also select the item in the item 
list and then select the edit item feature and it will automatically populate the item in the 
name field. 
 
**If the item you select is a “by strain” category, a strain field will populate as well. 


 
Item 2: Name field 
 


This is where you may edit the items name. 
 
Item 3: Category 


 
You may change the category the item is associated with. You cannot change the category 
for an item if you have already created packages using that item. You will have to 
discontinue that item and create a new item with the desired category. Please refer to your 
State Supplemental for your State's required categories. 


 
Item 4: Save Items 
 


When you have completed the modifications to the item you can save your changes by 
selecting the save changes button. 


 
Item 5: Clear button 
 


The clear button will remove all entries from each field. 
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Item 6: Unit of Measure 
 


This is where you can alter the unit of measure. You may not be able to change the unit 
of measure if the category you are using has restrictions on the unit of measure. 


 
Item 7: Cancel button 
 


Using the cancel button before selecting the save button will revert the item back to its 
original state. 
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Adding Patients 
 
Please see your state supplemental for patient information. 
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Employees 
 
A Medical/Recreational Marijuana Business may designate licensed Owners and employees who 
hold a valid Occupational License/Handler's Permit as a Metrc user. A Medical/Recreational 
Marijuana Business shall ensure that all Owners and Occupational Licensees/Handler's Permit 
Holders who are granted Metrc User account access for the purposes of conducting inventory 
tracking functions in the system are trained by Metrc Administrators in the proper and lawful use 
of Metrc. 
 
A Marijuana Business is accountable for all actions employees take while logged into Metrc or 
otherwise conducting Marijuana Business or Marijuana-Infused Product inventory tracking 
activities. 
 
Activating an employee in the Metrc system is very similar to the process the Metrc key 
administrator performed. An employee will be added and will receive a credential just as the 
Administrator. Each employee will receive an email and a link for their first-time login to Metrc. 
 
The Metrc system provides the following functionality: 


• Permissions 
• Home 
• Welcome Email 
• Add an Employee 
• Edit an Employee 
• Lock an Employee 
• Unlock an Employee 
• Disable an Employee 


 
When adding an employee, it will be necessary to add permissions that an employee will use to 
perform tasks in the Metrc system.  
 
A Medical/Recreational Marijuana Business and its designated Metrc Administrators and Metrc 
user(s) shall enter data into Metrc that fully and transparently accounts for all inventory tracking 
activities. A Medical/Recreational Marijuana Business is responsible for the accuracy of all 
information entered into Metrc. 
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Employees Screen 


 
Item 1: Add Employees button 


 
Add Employees Button is used to add employees with badges/handler's permits as a user 
to Metrc. 


 
Item 2: Edit Employees button 


 
Edit Employees Button is used to access an employee profile should you need to edit it. 


 
Item 3: Lock button 


 
Lock button is used to temporarily lock an employee's access to login to Metrc. (An owner 
may not lock another owner in Metrc.) 


 
Item 4: Unlock button 


 
Unlock Button is used to allow access to a previously locked employee. 


 
Item 5: Trash Can button 


 
The trash can button is available to be used when you need to remove an employee from 
the license. Upon disabling an employee, they will no longer have access to that facility. 


 
Item 6: All button 


 
All Button is available to be used when you need to remove an employee from all facilities 
they are registered with. Upon disabling an employee, through the all button they will no 
longer have access to Metrc. 


 
Item 7: Items per Page 


 
This area will increase or decrease the number of item views per page and shows the 
number of pages needed to show all items. 
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Item 8: Items to Display 


 
Items to Display will show you how many total numbers of items that fit your filtered criteria. 


 
Item 9: Refresh button 


 
The Refresh Button will help you refresh your filtered criteria up to the moment. 
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Adding Employees 
 


 
 
Item 1: Employee License Number 
 


Enter the employee’s State-designated license badge number. The system will associate 
all actions performed by a user with them. If you selected Unlicensed, should your state 
allow unlicensed employees, this field will be replaced by the employee’s name, date of 
birth (and last 4 digits of their social security number if applicable). 


 
Item 2: Enable Online Access checkbox 
 


Use this checkbox to designate whether the employee being added will or will not have 
access to the organization’s Metrc account. While all employees must be entered in the 
Employees list in the software, not all employees have to be given access.  


 
Item 3: Email 
 


Enter the employee’s individual email address. This is where the employee’s "Welcome 
to Metrc" email will be sent. 


 
Item 4: Home 
 


Select a "Home" screen for the employee; this will be their default screen in Metrc. The 
home screen does not affect the employee's ability to move from screen to screen but 
does need to match the Permissions granted to the employee.  
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Item 5: Employment 
 
This area may be used to designate the job functions of the individual being added. This 
designation does not automatically populate certain Permissions; the Administrator will 
still need to designate Permissions for each specific user.  
 


Item 6: Permissions 
 


Select the checkbox for each function an employee will need to access to complete their 
job tasks. This area will not be visible if you are adding an employee who will not have 
access to the system. The options available in this section vary by facility type. Owners 
are encouraged to be highly selective about which permissions they grant to each 
employee.  


 
Item 7: Facilities 
 


If an employee is being added, who will have access to multiple facilities for an 
organization with more than one license, they may be added to those facilities at the same 
time. Keep in mind, however, that if the same employee needs different permissions at 
different facilities, the Administrator will need to add or edit that employee in each 
individual facility.  
 


Item 8: Add button 
 


Allows you to enter multiple employees at the same time. 
 
Item 9: Create & Save Employees button 
 


Click here to save your work and add the employee to the facility. 
 
Item 10: Cancel button 
 


Click here to exit the screen without saving any data. 
 
Item 11: Clear button 
 


Click here to clear all the information fields.  
 
Notes: 
 
• The Permissions that you select for an employee will affect the functionality available to them 


on the navigation bar and within each functional area. 
 


• As specified in the First-Time Credentialing section of this guide, the log-in link contained in 
the “Welcome to Metrc” email expires 24 hours after the link is sent. If an employee fails to 
log in within the 24-hour period, the Metrc Administrator will need to return to the Employees 
menu, select that employee, and click the "Resend Welcome Email" box. 
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Edit Employees 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Item 1: Enable Online Access 


 
Enable Online Access will allow you to remove online access or grant online access to an 
existing employee. 


 
Item 2: Email field 
 


Email field will allow you to edit an employee’s email address. If you are enabling access 
for the first time an email address is a required field. 


 
Item 3: Resend Welcome E-mail 
 


An employee’s "welcome to Metrc" credential email is similar to the Admin email, it will 
expire within 24 hours of the time it was issued. If your employee did not activate or receive 
their login credentials it will need to be resent. Simply select the "Resend Welcome E-
mail" check box and select save employee button. This will resend the "welcome to Metrc" 
E-mail. 


 


Item 4: Home  
 


Select a "Home" screen selected for the employee; this will be their default screen in Metrc. The 
home screen does not affect the employee's ability to move from screen to screen but does need 
to match the Permissions granted to the employee.  
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Item 5: Employment field 
 


This area may be used to designate the job functions of the individual being added. This 
designation does not automatically populate certain Permissions; the Administrator will 
still need to designate Permissions for each specific user. 


 
Item 6: Permissions 


 
Select the checkbox for each function an employee will need to access to complete their 
job tasks. This area will not be visible if you are adding an employee who will not have 
access to the system. The options available in this section vary by facility type. 
 


Item 7: Save Employees button 
 


Click this button to save your work and exit. 
 
Item 8: Cancel button 


 
Click this button to exit without saving. 


 
Remember: 
 


• When updating an employee’s email address it will update all of the facilities associated 
with that employee. 


• When the Admin is editing the employee’s permissions, the changes will only be reflected in that 
specific facility. 
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Lock Employee (by Facility) 
 
The Employee lock feature is to allow the Admin to temporarily lock and employee in a facility. 
Locking an employee will prevent them or someone else from accessing their information and 
entering data into the Licensees Metrc account. As an example of when an Admin may choose 
to use the lock feature would be in the case of a leave of absence such as maternity leave or an 
employee vacation. One owner is not permitted to lock another owner out of Metrc at any time. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Remember: 
 


• This feature as with most in Metrc is by facility. The lock out feature will not lock them from 
every facility, only the facility the Admin currently has specified.  You will have to lock the 
employee out of each facility.
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Unlock Employees (by Facility) 
 
The Employee unlock feature allows the Admin to unlock an employee that has been temporarily 
locked in a facility. Unlocking an employee will restore the employee’s ability to perform the 
functions they were originally granted by the Metrc Admin. 
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Disable an Employee 
 


 
Item 1: Disable feature 


 
The Disable feature should only be used when an Administrator wants to permanently 
remove someone from a facility. The Disable feature will not remove them from every 
facility, only the facility the Admin currently has specified. 


 
 
 
 


 


 


 


 


 
Please Note: 
 


• You will be prompted before Metrc will disable the employee. 
• A disabled employee can be added back as a new employee. 
• Disabling an employee will not erase the tasks they performed previously in Metrc
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RFID Tags 
 
The requirement for the tagging of plants and packages is derived from the rules and regulations 
that govern the Marijuana industry. The need for the tag is to provide a unique identification 
number for each plant and package created in the Metrc system. By providing these unique 
numbers Metrc creates a chain of custody from the origination of the plants through the to the 
final sale. Attaching the unique numbers is a common practice in many industries where a chain 
of custody is required. In fact, many of the features of the Metrc system were developed in the 
food service and pharmaceutical industries where patient safety and having the ability to perform 
recalls if necessary are strong considerations. Because the RFID tag has a unique ID number for 
each plant and package and coupled with Metrc event history, the ability to monitor the movement 
and contact history of each and every tagged item allows the oversight required for the rules and 
regulations. 
 
The RFID component 
 
The RFID tags used in the Metrc systems are referred to as a commercial off the shelf (COTS) 
product. These RFID tags are governed by the EPC (Electronic Product Code) Class 1 Gen. 2 
protocol under the ISO18000 part 6. The RFID tags themselves are programmed by Metrc when 
a customer places an order and specifically assigned to that facility. This is why each facility must 
place orders individually for that one and one facility only. Tags cannot be moved or reassigned. 
By following this process, the chain of custody becomes very strong and reduces user error by 
eliminating the need for a user to enter ID numbers into the Metrc system. 
 
The RFID tag is made up of several components, the RFID chip, the antenna the chip uses to 
send and receive its unique ID number with the substrate the RFID tag is attached to. This 
assembly is referred to as a RFID inlay and shown in the figure below. 
 
 


 
There are two types of tagged inventory in Metrc; Plants and Packages. 
 
  







 


© 2019 Metrc LLC.  52  


The Plant Tag 
 
The Plant Tag is used to track the plant from the immature phase through to the harvest. A clone 
or seedling is not tracked due to the high degree of loss normally associated to that particular 
growth phase. Plants are immature, vegetative, or flowering. All plants must enter the system 
through immature plant batches. 
 


Medical Plant Tag 


 
Retail Plant Tag 


 
 
The plant tag has the following information printed on the tag: 
 


• The Application, either Medical (Yellow) or Retail (Blue) 
• The facility name 
• The Business License number 
• The Tag order date 
• A UCC 128 bar-code that matches the ID number programmed on the RFID chip and the 


human readable ID number printed on the front 
• The unique 24-digit ID number for the plant 


 
The plant tags have the RFID inlay imbedded in between two layers of UV, water and smudge 
resistant materials to allow the tag to withstand the environment required for the plant to grow. 
 
The Package Tag 
 
Packages are created for immature plants, harvest batches or other packages. Package tags are 
RFID based as well. The package tags are standard pressure sensitive labels and also come on 
Medical (Yellow) and Retail (Blue) versions. 
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The package tag has the following information printed on the tag: 


• The Application, either Medical (Yellow) or Retail (Blue) 
• The facility name 
• The Business License number 
• The Tag order date 
• A UCC 128 bar-code that matches the ID number programmed on the RFID chip and the 


human readable ID number printed on the front 
• The unique 24-digit ID number for the package 


 
Remember: 


• Tags are ordered under the Admin tab on the black tool bar for each facility.Plant and 
Package tags are available (and required) in a Cultivator/Producer. 


• Package tags are the only tags used in a Processor, Wholesaler, and Store. 
• You will need package tags on ALL product that is transferred out of a facility. Transfers 


cannot be created without the identification of the package ID number. 
• All tags (both plant and package) are loaded in to your Metrc account and packaged when 


shipped in numeric order. The labels will be delivered in corresponding order to how they 
show in your account. 


• It is recommended that you verify that the tag you are using on a plant or package 
corresponds with the one you are using in Metrc.
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Plant Tag & Attachment 
 
The plant tag was created specifically for use with the Marijuana plant. The material composition 
is designed for a wet high UV environment. The plant tags come in sequential order and are 
placed into the shipping box in a fan folded format that matches the order they will be received in 
your Metrc account. Tags are perforated and have die cut holes to place the tag attachment device 
through.  
 


Step 1 – Remove the circular chads on one side of the Plant Tag 
 
Step 2 – Place the Strap through the hole on that side 
 


 
 
Step 3 – Place the Strap with the tag dangling around the Plant (see Strap Instructions below).      
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Plant Tag Strap Instructions 
 


 
Figure 1                            Figure 2                             Figure 3 


 
Figure 1: Push the tail end of the strap through the lock until you hear a click and the plastic knot 
passes through the lock, securing the strap for first use. 
 
Figure 2: If you need to reposition the strap and tag, push the strap through the lock until there is 
enough space to clip beneath the first knot. Avoid pressing the second knot through the lock. 
 
Figure 3: Cut the strap as shown in the picture above, releasing the strap. 
 
 
 
 
                                    
 
 
 
 
 
 


Figure 4                                                   Figure 5 
 
Figure 4: When you are ready to secure the strap again, as with the first usage, push the tail-end 
through the lock until you hear a click and see the knot on the other side of the lock.  
 
Figure 5: To release the strap from the last lock, you must cut the strap.  
 
 
You can repeat steps 2-4 to reuse the strap twice more, for a total of four strap placements. 
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Attaching a Tag to a Plant 
 
A Plant must be tagged once it has reached your state’s designated height tall or wide at its tallest 
or widest point. When a plant is not large enough to carry a strap and tag, they can be affixed 
around the stem of the Plant, as seen in the picture on the left below. The tag should be visible. 
Once the plant is large enough to carry the tag and strap, they should be repositioned higher on 
the plant so that the tag is hanging vertically and is visible, as seen in the pictures in the middle 
and on the right below. 
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Package Tags 
 
A package is defined as any amount of marijuana or marijuana infused products that may be sold, 
processed or transferred and must be placed into one or more containers, each container having 
its own unique RFID tag. This includes but is not limited to all bud, shake and infused products 
and or concentrates. Any product you intend to transfer must have a package tag. 
 
The Package Tag is perforated with the upper and lower information being the same. 
 


 


 


 


 


 


 


 


 
The Package tag breaks into 2 pieces: 


• The larger portion stays with the original package or container. 
• The lower portion can be attached to another device such as a container at retail or on 


intake paperwork at a Processing, Testing, or Center/Sore facilities. 
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Plants 
 
This Metrc process was developed with the State and businesses within the industry. The 
following image was created to graphically depict the growth cycle from seed or clone through the 
harvesting process. The image shows the scope of the Metrc system and how Metrc interacts 
with the industry. While there are many variations in the way individual companies grow and 
harvest, this process captures the most common stages and functions used by the vast majority 
of the industry. The graphic is used to help the users of the manual to understand the plant steps 
in this chapter. 


 
 


 


 


 


 


 


 


 


 
 
The Metrc system is a reporting system with a chain of custody. This chain of custody begins with 
the seedlings or clones. The two key terms people need to keep in mind are “reporting” and 
“chain”. From the immature plant all the way to the final transfer received at the store, you should 
always be able to track a product from one ID number to another. If you cannot see a connection 
from one point to another, the chain is broken, and the process is incorrect. Please see the graphic 
below. 
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The only place where a Metrc tag does not represent a point in the process is at the 
Cultivator/Producer in the Harvest batch. The harvest batch does not have a tag but still has an 
ID. The harvest batch ID, as you will see is assigned by the Cultivator/Producer or Metrc will 
assign it automatically. The harvest batch ID connects the plant ID number to the package tag ID 
number. In this way, we have connected all of the points of the chain together and can track from 
one point to the next. Because of this chain, Metrc allows the person(s) handling the plant, batch 
or package to “report” on the movement of the product from one stage to the next.  
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Navigating in Plants 
 
Navigating in the Plants section is similar to navigating the other sections of Metrc, but the plant 
section has multiple phases each with features that are both common and unique to that particular 
phase. It is important to note that the plants section of Metrc has been setup to follow all of the 
applicable rules and regulations and also trying to minimize data entry. 


 
 
Item 1: Navigation Tool Bar 


 
The Navigation Tool Bar will show you the Plants option. Plants will only be accessible 
from a grow/producer License type.  


 
Item 2: Phase Tabs 
 


The Plants Tabs will provide you with the tabs to access the functions required to handle 
plant and plant movement by phase. The Immature tab will provide the functions 
necessary to create seedlings and clones while the remaining tabs will handle the 
specified phases. 


 
Item 3: Facility Identifier 


 
Shows you the facility you are currently working in. 


 
Remember 


• ALL packages from a Harvest Batch are created from the Harvested Tab. 
• Always verify you are performing functions in the facility you intend to. 
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Immature Plants 
 
The Immature Plants phase is the first phase of the growth cycle captured in the Metrc system. 
Cuttings, seedlings, clones or seeds are grouped and identified as an immature batch and are 
strain specific. An immature plant becomes a vegging plant when the plant is larger than your 
state’s required height (tall or wide). A unique RFID tag is assigned to the vegging plant. 
 


 
Item 1: Create Plantings 
 


The Create Plantings button under the Immature tab will create plantings from thin air. 
Entering plants from thin air is not compliant unless you have state permission to do so, 
or it is included in creating your beginning inventory. Please see your Beginning Inventory 
guide located under the Support tab in Metrc regarding this information. 
 


Item 2: Create Packages 
 


The Create Packages button is for when you are creating a package of immature plants 
or seeds to transfer to another facility. All packages of Immature Plants are strain specific. 


 
Item 3: Change Growth Phase 
 


Changing Growth Phase button is used when an Immature Plant(s) is/are ready to be 
moved from the Immature Phase to the Vegetative Phase of growth. This can be done 
individually or as a group. 


 
Item 4: Destroy Plants 
 


Destroy Plants button is used when an Immature Plant(s) ceases to be a viable plant and 
needs to be destroyed in Metrc. 
 


Item 5: Record Additives 
 


Record Additives can be used to record any additives applied to an immature group of 
plants. 


 
Item 6: Record Waste 
 


Record Waste can be used to record waste found in an immature group of plants. 







 


© 2019 Metrc LLC.  62  


Create Plantings - Immature 
 
The first step in the cultivation and harvest process begins with the seed or clones from which the 
plants are created. Seedling or clone plants are prone to a high degree of loss during this 
particular phase of the growth cycle. Because of the large number of failures of these plants, it 
was determined placing the RFID tags on plants during this phase was not a suitable option. It 
was determined that creating a batch of plants at this phase would prove to be the most suitable 
answer. Please note that The Create Plantings button under the Immature tab will create plantings 
from thin air. Entering plants from thin air is not compliant unless you have state permission to do 
so, or it is included in creating your beginning inventory. Please see your Beginning Inventory 
guide located under the Support tab in Metrc regarding this information. 
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Plant Packages - Immature 
 
Immature plants can be transferred from a Cultivator/Grow. Keep in mind that in Metrc it is not 
permissible to move Flowering plants to another facility for selling purposes. Please see the State 
rules and regulations of what type of plant may be transferred. In order to move any products that 
will be sold, it must be moved as a package. To do this, a package must be created in Metrc. You 
will create a package for the immature plant by navigating to the plants section, choosing the 
immature tab, and selecting the Create Packages button. 
 
 


 


 


 


 
Once you have chosen the create package button, the following form will appear. 
 
 


 
Item 1: Group Name 
 


This is the name of the immature group that you are selecting to package plants from. 
 
Item 2: New Tag 
 


This is the package tag number that you are assigning to the package of plants. 
 
Item 3: Item Name 
 


This is the item name assigned to the package of plants. 
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Item 4: Plants Count 
 


This is the number of plants you are pulling from the immature group to package up. 
 
Item 5: Package Date 


 
Select the package date. You can enter the information manually or select the today button 
which will choose the date to which your computer is currently set. 


 
Item 6: Create Packages 
 


Click this button to Create Packages and save your work before you exit. 
 
Item 7: Cancel button 
 


Click this button to exit the window without saving your work. 
 
Remember: 


• You can select multiple plants for shipping with one package tag a long as they are all the 
same strain. 


• Shipping immature plants is strain specific for each package. 
• Creating a package will automatically adjust the plant count for that batch. 
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Change Growth Phase - Immature 
 
Changing the growth phase on the Immature tab is where RFID tags are assigned to the plants. 
At this stage, the batch name will go away, and the plants will now have a unique ID number. 
Once the ID number is assigned, the plant will now have a unique ID number just as a vehicle 
has a VIN number. The unique ID number is an important step in securing the chain of custody. 
Using the change immature plant growth phase feature allows the assigning of many tags at one 
time. 
 


 
Item 1: Group Name 
 


Select the immature group that you wish to change the growth phase. You may click on 
the magnifying glass to see the list of groups available. 


 
Item 2: Plants Count 
 


Enter the number of plants that you are moving from the immature group to the new growth 
phase. By entering this number, Metrc will assign ID numbers for those plants. The amount 
of tags will be removed from the available tag inventory. If there are not enough tags, only 
the available tags will be shown. 


 
Item 3: Starting Tag 
 


This is where you will select the starting tag for the plants, most likely the next tag number 
in the drop-down menu.  


 
Item 4: Ending Tag 
 


The ending tag will auto-populate based on your plants count and your starting tag. 
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Item 5: New Phase 
 


Select the new growth phase for the plants. 
 


Item 6: New Room 
 


If you move the plants to a new room, select the new room here. You can change the 
growth phase without changing the room. If the room will not change, just select the same 
room. 


 
Item 7: Change Date 
 


This is the date of the change. 
 
Item 8: Change Phase 
 


When all of the information has been entered and verified, select the Change Growth 
Phase button to complete the change. 


 
Item 9: Cancel 
 


Select this button to close out of the window without saving your work. 
 
Remember: 


• It is not a requirement to move all the plants from the clone or seedling to vegetative 
phase. 


• Plants grow at different rates and Metrc does not require the plants to move all at one 
time. 


• Changing phase does not require a room change, the plants may stay in the same room 
or they may change rooms. This is up to the facility and how they currently manage their 
plants growth cycle. 


• If you do not have enough Tag ID numbers available, Metrc will show the available number 
of Tags in the tag count field. 
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Destroy Plants - Immature 
 
Plants are subject to failure at each stage of the growth cycle. Plants at the clone stage moving 
to immature are more prone to failure than at any other time. The following form provides the user 
with a way to destroy plants that have not survived. 
 
 
 
 
 
 
 
 
 
 
 
Item 1: Group Name 
 


You will choose the immature plants group that the destroyed plants are coming from. 
 
Item 2: Plants Count 
 


Enter the number of plants that need to be destroyed from the selected group. 
 
Item 3: Destroy Date 
 


Enter the date the plants will be destroyed. 
 
Item 4: Notes Section 
 


The notes section will allow you to make notes as to why a plant or group was destroyed. 
 
Item 5: Destroy Plants 
 


Once all the information has been entered and verified, select the green Destroy Plants 
button to complete the action. 


 
Item 6: Cancel 
 


Use the Cancel button to close out of the window without saving any work. 
 
Remember: 
• Make sure you are destroying the correct plant, once a plant is destroyed it cannot be brought 


back. 
• You should always verify your plant count against the rules to make sure a facility is in 


compliance with the regulations. 
• The destroy plants feature can be used as needed. It is not limited to one time.  
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Record Additives - Immature 
 
This area in Metrc is where additives like fertilizer, pesticides and other additives are recorded by 
plant. Additives may be recorded by room in the Additives Tab. Please see the State's rules and 
regulations as to whether additives are required to be entered into Metrc. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Item 1: Type 
 


Select the type of additive being applied from the dropdown menu.  
 
Item 2: Product Name 
 


Enter the Product Name from the label. 
 
Item 3: EPA Regulation Number 
 


Enter the EPA Regulation Number if applicable. 
 
Item 4: Supplier 
 


Enter the additive Supplier name. 
 
Item 5: Application Device 
 


Enter the type of device being used to deliver the additive. 
 
Item 6: Total Amount 
 


Enter the Total Amount of additive being applied. 
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Item 7: Date Applied 
 


Enter the date of application. 
 
Item 8: Active Ingredient #1 
 


Enter the first Active Ingredient from the additive label. You may use the blue addition 
button under and just to the left of this item to add additional active ingredients. 


 
Item 9: Plant Batch 
 


Enter the name of the Plant Batch to which the product is being applied. The blue addition 
button under and just to the left of this item may be used to identify additional Plant 
Batches to which the product is being applied. 


 
Item 10: Record Additives button 
 


Select Record Additives to save the information and exit the screen. 
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Record Waste - Immature 
 
This area in Metrc is where waste can be recorded from live plants. Waste may be recorded by 
room in the Waste Tab. Please see the State's rules and regulations as to whether waste is 
required to be entered into Metrc. 
 


 
Item 1: Waste Method 
 


Select the waste method from the dropdown menu. 
 
Item 2: Material Mixed 
 


Identify the material with which the waste was mixed to dispose of the product in 
accordance with regulations. 


 
Item 3: Waste Weight 
 


Input the total weight of the product being wasted and select the Unit of Measure from the 
dropdown menu. 


 
Item 4: Reason 
 


Select the most appropriate reason why the product is being disposed of from the 
dropdown menu. 


 
Item 5: Optional Note 
 


You may choose to use this area to provide additional information about why you are 
disposing of the product. 
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Item 6: Waste Date 
 


Enter the date when you disposed of the material. 
 
Item 7: Room 
 


Enter the Room from which the waste came. If you were entering waste by Immature 
Batch, this would be the Batch information. If you were entering waste by Plant or groups 
of two or more plants, this would be the Plant(s) information. 


 
Item 8: Add button 
 


You may use the add button to record more than one waste entry at a time from this 
screen.  


 
Item 9: Record Waste button 
 


Select Record Waste to save the information and exit the screen. 
 
Item 10: Cancel button 
 


Select the Cancel button exit the screen without saving any information.  
 
Item 11: Clear button 
 


Select the Clear button to clear all entered data. 
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Vegetative Plants 
 
The vegetative state is the second part of the growth cycle captured in the Metrc system. A 
vegging plant becomes a flowering plant when the light cycle changes to 12 hours on 12 hours 
off. 


 
The Vegetative Plants phase in Metrc is captured with the following functions:  
 
Item 1: Assign Tags 


 
Assign Tags button is used to assign a Plant Tag number to a plant that did not get one 
assigned to it previously. 


 
Item 2: Replace Tags 
 


Replace Tag button is used to replace a Damaged or Destroyed RFID tag. This is not a 
very common practice since the RFID tags are created to be very durable. 


 
Item 3: Change Room 
 


The Change Room button is used when you are moving plants from one room to another. 
 
Item 4: Change Growth Phase 
 


The Change Growth Phase button is used to change the growth phase (and the room if 
necessary) of a plant during the growth process. 


 
Item 5: Changes by Room 
 


Changes by Room button is used to make changes to all of the plants in an entire room 
at one time. 


 
Item 6: Destroy 
 


Destroy Plants button is used to destroy a plant when the plant is no longer viable. 
 
Item 7: Record Additives 
 


Record Additives button is where you will record the additives used on plants or rooms of 
plants. Additives would include fertilizer, pesticide or other. 
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Item 8: Record Waste 
 


Record Waste button is where you will record the waste taken from live Vegetative plants. 
 
Item 9: Create Plantings 
 


Create Plantings button will allow you to create a planting of a clone or a seed from a 
vegetative plant. 


 
Item 10: Create Packages 
 


Create Packages button will allow you to package up a Vegetative plant. 
 
Item 11: Manicure 
 


Manicure Plants button is used to create a manicure batch when trimming from Vegetative 
plants in anticipation of selling or processing the product being trimmed off of the plant. If 
product is being trimmed off of a vegetative plant in anticipation of wasting it, that does 
not get reported in Metrc; it gets reported in the waste log that is located at the 
Cultivator/Grow. 
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Assign Tags - Vegetative 
 
It is possible, although not recommended, to move plants into Metrc without having tags assigned 
to them. In this case, tags can be assigned in the Veg phase. The first step in assigning tags is to 
locate the plants that have not had tags assigned to them. To locate the plants, you can sort all 
of the plants in the ID field by ascending or descending order by clicking on the column header or 
choosing the filter option, and the plants with no tag numbers will appear first. 
 
You can select 1 plant at a time or select multiple plants by using the control or shift keys and 
select with your mouse. By choosing the assign tags button, the assign tags form below will  
appear. 


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


 
 
Item 1: Plants Count 


 
The exact amount of tags required is auto populated to match all the unassigned tags. 
You cannot just assign some of the tags. The system will only let you assign all the tags at 
the same time providing you have enough tag numbers available. 
 


Item 2: Tags Count 
 


This automatically will count the number of tags you will need and have been selected on 
the started and ending tag fields. This auto calculates for you. 
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Item 3: Starting Tag 
 


Enter the ID of the first tag you wish to use. 
 


Item 4: Ending Tag 
 


The ending tag ID number will auto-populate in sequential numeric order, depending on 
the plants count field entry. 
 


Item 5: Tag Date 
 


Select today's date or enter the date manually. 
 


Item 6: Assign Tags 
 


Click the assign tags button to save your entries and exit the screen. 
 
 


Additional notes: 
 


• If you want to assign a specific plant tag number to your vegetative plant, you can do so 
by searching the tag number and then choosing ‘Select’.  Keep in mind if that tag has been 
used in Metrc, you cannot assign it to any other plant. 
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Replace Plants Tag - Vegetative 
 
In the event that an ID tag has become lost or misplaced, a tag can be replaced providing a new 
ID number for that plant. The following form needs to be completed. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Item 1: Plant 
 


Select the Plant tag ID number from the drop down, for the plant tag you wish to replace 
(original ID). 


 
Item 2: New Tag 
 


Select the new tag number that you want to replace the original tag number with. 
 
Item 3: Replace Date 
 


Enter the date you are replacing the plant tag with a new tag. 
 
Item 4: Replace Tags 
 


Click this button to save the entries and assign the new plant tag number to the plant. 
Therefore, the old plant ID number is no longer valid. 


 
Remember: 


• Replacing a tag should be a rare event 
• When you replace a tag that tag will no longer be shown in your system. 
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Change Room - Vegetative 
The change room feature allows you to move plants from one room to another. Plants can be 
moved one at a time or in multiples. 
 
To select multiple plants, you can use the Control (Cmd button on a Mac) or Shift buttons on your 
computer in conjunction with your mouse to highlight all of the plants you would like to move. 
Simply hold down the control key (Cmd key on Mac) and select the individual plants or hold down 
the shift key and select the beginning and ending plant and your left mouse key to choose the 
plants you would like to move. The highlighted plants will be shown in orange.  
 
When you select multiple plants, the change room form will add multiple fields. Metrc will allow 
you to apply single attributes to multiple plants. In the change room area, the New Room and 
Move Date can be selected one time and applied to all of the plants in the list. See picture below. 
 
Green template check buttons are available in multiple places throughout the software to save 
you time. Using them, you can populate the New Room and Move Date by completing the 
template section and checking the green check mark.  That will populate for all the plants you 
chose to change rooms.  You can also change each one individually by choosing the room and 
date on each plant ID. 
 


 
 
This example shows two plants being moved, you may however choose as many plants as you 
like. 
 


Item 1: New Room  
 


New Room is used to select the new room for the plant(s). Use the drop down to select 
available rooms (locations) to move the plant(s) to. After selecting the new room, select 
the apply button to add the new room to all plants in the list.  


Item 2: Move Date  
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Enter the date the plants were/are being moved. After selecting the new date, select the 
apply button to add the date to all plants in the list. 


Item 3: Plant ID 
 


The plant ID number will be populated in sequential order from the orange highlighted list 
the user initially selected. 


 
Item 4: Perform Move 
 


Click this button to save your entry and move the plant(s). 
 


 


If you choose to select a single plant, you can simply select the Change Room Button on the far-
right end of the page. When you select the change room button, the following form will open. 
 
 
 


 
 
 
 
 
 
 
 
 
 
 
 


Complete the information for all of the plants in the form just as you would have for a multiple 
move shown in the first example. 
 
Remember: 
 


• In order to use the template for multiple plants, you must highlight them in orange in the 
plants screen before selecting the change room button. 


• You can still add or remove plants to the list by using the Blue Add (+) or Minus (-) buttons. 
• You can still move plants back to the original phase if you have made an error. 
• Changing large numbers of plants may still be faster with the change by room feature. 
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Change Growth Phase - Vegetative 
 
The Change Growth Phase feature allows you to change the Growth phase of plants from one 
phase to another. Plants can be changed one at a time or in multiples. 
 
To select multiple plants, you can use the control or shift buttons on your computer in conjunction 
with your mouse to highlight all of the plants you would like to move. Simply hold down the control 
key and select the individual plants or hold down the shift key and select the beginning and ending 
plant while using the left mouse key. This will select the plants you would like to move. 
 
After highlighting the plants, use your mouse to select the change growth phase button and the 
Change Growth Phase form below will open. 
 
Green template check buttons are available to change growth phases as well. By using this 
feature you can populate the new phase, new room and change date by completing the template 
section and checking the green check mark on each selection.  This action will populate for all 
the changes on all of the plant ID’s chosen.  You can also change each one individually by 
choosing the growth phase, room and date on each plant ID. 
 


 
 


 
This example shows two plants being moved, you may, however, choose as many plants as you 
need. 
Item 1: New Phase 
 


Select the phase the plant is moving to. After selecting the new phase, select the green 
template checkmark button to add the new phase to all plants in the list. 
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Item 2: New Room 
 


Select the room the plant will be moving to in its new phase. After selecting the new room, 
select the green checkmark button to add the new room to all plants in the list. This is 
optional, if the plants are not moving rooms or if the plants are moving to different rooms 
you can choose the same room. 


Item 3: Change Date 
 


Enter the date that the plant(s) changed to the new Growth Phase. After selecting the 
date, select the green checkmark button to add the date to all plants in the list. 


 
Item 4: Plant ID 
 


The plant ID number will be populated in sequential order from the orange highlighted list 
the user initially selected. 


 
Item 5: Replace Tag (optional) 
 


The plant tag can be replaced at this phase if the tag was lost or misplaced during the 
change or move process. 


 
Item 6: Change Phase 


 
Click this button to save your entries and selections, to change the phase of the plant(s). 
 


 


When you select the Change Growth Phase button, the following form will open. 


 
Complete the information for all of the plants in the form just as you would have for multiple plants 
shown in the beginning example above. 
 
Remember: 


• In order to use the template for multiple plants, you must click on the plants you want to 
change by using your mouse and your Control or Shift keys to highlight them in orange in 
the plants screen before selecting the change room button. 


• You can still add or remove plants to the list by using the Blue Add (+) or Minus (-) buttons. 
• You can still move plants back to the original phase if you have made an error. 
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• Changing large numbers of plants may still be faster with the change by room feature. 
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Changes by Room - Vegetative 
 
The most efficient way to move a large number of plants is to use the Changes by Room feature. 
The Changes by Room feature allows a user to change large numbers of plants by room or by 
phase without having to enter individual plant information. This will require the user to utilize the 
Changes by Room button in conjunction with a Room. To use this function to its maximum 
capability, it may require the user to add or modify the Rooms they have already created. 
 
In many facilities, a room may have multiple groups of plants. It is acceptable in Metrc to sub 
divide a room into multiple sections to match what is being grown in that room. For example: Veg. 
Room Section 1, Veg. Room Section 2, Veg. Room Section 3 etc. 
 
By utilizing this style of room layout, a user may use the Change by Room feature to move large 
groups of plants simultaneously without having to input information for each plant. 
 


 
Keep in mind that the room can stay the same while only changing the phase of the sections of 
plants in that room. After the rooms have been mapped out accordingly, it is a simple task to 
perform the new room or new phase function. Simply launch the form in the changes by room 
feature and select the perform change function.  
 
Item 1: Room 
  


You will select the room containing the plants you want to move. 
 
Item 2: Change Date 
 


Select the date you made the changes to the plants in the room. 
 
Item 3: New Phase 


 
The New Phase menu will allow you to choose the phase the room or section will be 
changing to without having to enter individual plant information. 
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Item 4: New Room 
 


The New Room menu will allow you to choose the room or section the plants will be 
changing to without having to enter individual plant information. 


 
Item 5: Perform Changes button 


 
Select the Perform Changes button to save your data and execute the change. 


 
Remember: 


• You can move plants using the shift or control buttons (see moving plants for more details). 


• Rooms can be added or changed as the need arises, there is no limit on how many rooms 
you have, the names or how often they are changed or edited. 


• A bar-code scanner may be useful in moving small numbers of plants to ensure the correct 
plant ID is being selected. 
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Destroy Plants - Vegetative 
 
Plants are subject to failure at each stage of the growth cycle. The following form provides the 
user with a way to destroy plants that have not survived. 
 


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


Item 1: Destroy Date 
 


Metrc will allow you to apply the date to multiple plants. Enter the date into the Destroy 
Date field either manually or select today and Metrc will enter the date on your computer. 
After the date is entered, select the green checkmark button and the date will be applied 
to all of the selected plants. 
 


Item 2: Notes 
  


Metrc will allow you to apply the note to multiple plants. Enter the note into the field and 
then select the green checkmark button and the note will be applied to all of the selected 
plants. 


 
Item 3: Plant ID 
 


The plant ID number shows the plant that will be destroyed. 
 
Item 4: Destroy Date 
 


If you choose not to use the green apply function shown in item 1, you can enter the dates 
for the plants manually or select the today button. 
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Item 5: Destroy Plants 
 


Once all of the information has been entered and verified, select the green Destroy Plants 
button which will execute the transaction. 


 
Remember: 


• Make sure you are destroying the correct plant, once a plant is destroyed it cannot be 
brought back. 


• You should always verify your plant count against the rules to make sure a facility is in 
compliance with the regulations. 


• The destroy plants feature can be used as many times as required. The destroy plants 
feature is not limited to one time.
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Record Additives - Vegetative 
 
This area in Metrc is where additives like fertilizer, pesticides and other additives are recorded by 
plant. Additives may be recorded by room in the Additives Tab. Please see the State's rules and 
regulations as to whether additives are required to be entered into Metrc. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Item 1: Type 


 
Type is a drop-down menu that will allow you to select the type of additive used on the 
plant. Fertilizer, Pesticide and other are available to use. 


 
Item 2: Product Name 


 
Product Name Field is where the name of the product used on the plant will be entered. 


 
Item 3: EPA Regulation Number 


 
This is where the EPA regulation number of the additive will be entered. 


 
Item 4: Supplier 
 


Supplier is where the additive was purchased. (Wholesale distributor, Warehouse, CO- 
OP, etc.) 


 
Item 5: Application Device 


 
Application Device is used to describe the type of Application Device that was used to 
distribute the Additive on the plants (spray bottle, fine mist, nozzle, measured scoop, etc.) 
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Item 6: Total Amount 
 


Total Amount is used to describe the total amount of the Additive that was used. 
 
Item 7: Date Applied 


 
Date Applied is used to show exactly what date that the Additive was used on the plant. 
 


Item 8: Active Ingredient 
 


Active Ingredient identifies the active ingredient in the additive. Multiple active ingredients 
can be added. This is the active ingredient listed on the product being applied and the 
concentration percentage. Active Ingredients will be stored once they are entered so that 
active ingredient will show on the dropdown list when logging future additives. The plus 
sign will allow you to add more active ingredients. 


 
Item 9: Plant #1 


 
The Plant Field identifies the plant or plants that the additive is being applied to. The plus 
sign will allow you to add more plants to the list. 
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Record Waste - Vegetative 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Item 1: Waste Method 
 


Select the waste method from the dropdown menu. 
 
Item 2: Material Mixed 
 


Identify the material with which the waste was mixed to dispose of the product in 
accordance with regulations. 


 
Item 3: Waste Weight 
 


Input the total weight of the product being wasted and select the Unit of Measure from the 
dropdown menu. 


 
Item 4: Reason 
 


Select the most appropriate reason why the product is being disposed of from the 
dropdown menu. 


 
Item 5: Optional Note 
 


You may choose to use this area to provide additional information about why you are 
disposing of the product. 


 
Item 6: Waste Date 
 


Enter the date when you disposed of the material. 
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Item 7: Plant Field 
 


Enter the Plant tag number from which the waste came.  
 
Item 8: Record Waste button 
 


Select Record Waste to save the information and exit the screen. 
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Create Plantings - Vegetative 
 
Create Plantings is where cuttings or seeds can be created from a plant in Metrc.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Item 1: Plant Field 


 
Plant Field is where the plant tag ID will be entered that the cutting or seed is coming from. 
You may use the magnifying glass to see the list of plants available. 


 
Item 2: Group Name 


 
Group Name will auto-populate with the plant tag ID however it is able to be edited into a 
Group Name that is needed, if you do not wish to use the plant tag ID. 


 
Item 3: Plants Type 


 
Plant type is where clone or seed will need to be selected. 


 
Item 4: Plants Count 


 
Plant Count is where you will explain how many cuttings or seeds were taken from the 
plant. 


 
Item 5: Strain 


 
Strain Field is where you will specify the strain of the cutting or seeds that were taken from 
the plant. You may use the magnifying glass to see the available strains to choose from. 


 
Item 6: Planting Date 


 
Planting date is the date the cutting or seed was taken from the plant. You may use the 
today button to display today's date. 
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Item 7: Create Plantings 
 


Clicking the create plantings button will create the new batch for the cuttings or seeds 
taken from the plant. 
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Create Packages – Vegetative 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Item 1: New Tag 
 


Choose the Package tag number that will be assigned to this package. 
 
Item 2: Item Name 
 


Choose the Item name for the package. 
 
Item 3: Package Date 
 


Enter the date that the plant is being packaged. 
 
Item 4: Plant #1 
 


Enter the plant ID number that is being packaged. 
 
Item 5: Create Packages 
 


Select to create the package of the plant(s).
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Manicure Plants - Vegetative 
The Manicure plant process is designed for a business that may remove parts of a plant before 
harvest with the intention of selling or processing what was removed. To be clear, this is before 
the primary harvest. The manicure process could also be used if a usable or sellable part of the 
plant was broken off prior to harvest. The manicure plants feature is not used for waste reporting 
when all that is being trimmed off of the plant is waste. That waste gets reported into the 
Cultivator/Grow waste log located at the facility. Manicuring a plant can be done for single or 
multiple plants. 
 
To Manicure Multiple Plants, select the plants by using the control or shift buttons on your 
computer in conjunction with your mouse to highlight all of the plants you would like to Manicure. 
Simply hold down the control or the shift key and the left button on your mouse to select desired 
plants. 
 
After highlighting the plants, use your mouse to select the Manicure Plants button and the 
Manicure Plants form below will open. 
 


 


 


 


 


 


 


 


 


 


 


 
 
This example shows two plants in a Manicure Harvest, you may however choose as many plants 
as needed. 
 
Item 1: Harvest Name: 
 


You may name your Manicure batch by any name, or the system will assign one for you. 
All Manicure batches are required to have a name. After entering the Manicure Name, 
select the green checkmark to add the name to all plants in the list. It is suggested that 
you use the strain name and manicure date in the Manicure batch name. 
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Item 2: Plant ID 
 


The plant ID number will be populated in sequential order from the orange highlighted list 
the user initially selected. 


 
Item 3: Unit of Measure 


 
Enter the unit of measure from the drop-down list. After selecting the Unit of Measure 
select the green checkmark to add the Unit of Measure to all plants in the list. 


 
Item 4: Drying Room 


 
Select the room where the Manicure Harvest is taking place. After selecting the room, 
select the green checkmark to add the location to all plants in the list. 


 
Item 5: Manicure Date 


 
Select the date of the Manicure Harvest. After selecting the date select the green 
checkmark to add date to all plants in the list. 


 
Item 6: Manicure Weight 
 


Enter the weight of the manicure removed from the "pre-harvest" plant. You will have to 
add the weight for each individual plant in the list. 


 
Item 7: Manicure Plants 


 
Select the Manicure Plants button to create the Manicure Batch and save entries and exit. 


 


When you select the Manicure Plants button the following form will open. 


Complete the information for all of the plants in the form just as you would have for a multiple 
Manicure Plants harvest shown in the beginning example above. 
 
Remember 


• In order to use the template for multiple plants you must click on the plants you want to 
change by using your mouse and your Control or Shift keys to highlight them in orange in 
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the plants screen before selecting the Manicure Plants button. 


• It is not required to use all of the apply features, you may choose to use only in certain 
areas. For instance, a user may choose only the harvest name and date but not the unit of 
measure or room. 


• When you choose the apply button it will add that information to every plant in the list, so 
make sure you have chosen only the plants you wish to manicure. 


• You can still add or remove plants to the list by using the Blue Add (+) or Minus (-) buttons. 
• You will still need to enter all of the manicure weights for each individual plant. 


• After you have selected the Manicure Plants button that manicure batch name cannot be 
changed or altered. If you have forgotten to add a plant, you can create a new manicure 
batch with the same name. 


• Manicure is not a waste process. 


• If you remove a part of the plant prior to harvest with the intent to sell or process it, you 
will use the manicure feature. 


• If a piece of usable material falls off a plant, you can use this feature. 
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Item Detail 
The item detail area of Metrc provides extensive detail about a specific item, be it a package, 
transfer or plant. Because Metrc is a chain of custody system, each transaction that occurs 
regarding an item with an ID number has a record along with the characteristics of the transaction. 
Information included in a plants event store would contain the tag ID number, Strain, movement 
history, employees who have interacted with the plant and a date and time stamp for each 
transaction. It is for this reason that anyone with Metrc access should not allow anyone to perform 
any data entry tasks under their profile. 
 
The screen below shows a typical series of transactions for a plant. 
 
Multiple instances of a plant's history can be shown from one screen. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Item 1: Column Settings 


 
The Column Settings button will allow you to sort Ascending/Descending, change your 
view of the columns, and filter for certain information in that column. 


 
Item 2: Tool Bar 
 


The tool bar across the top of the Drill Down Feature allows the user to identify the different 
attributes for viewing of the particular item being shown. By clicking at the top of any 
column the information is sorted in numeric or alphabetical order in ascending or 
descending order. 


 
Item 3: Drill Down Arrow 
 


The Arrow next to a plant or package tag will open up to show additional details about the 
particular ID number. Selecting the arrow once will open it and selecting the arrow a 
second time will close it. 
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Flowering Plants 
 
The Flowering state is the third part of the growth cycle captured in the Metrc system. Harvesting, 
the process of cutting down a plant and obtaining the wet weight before initiating the trim process 
is performed on plants in the flower phase. Marijuana in the form of buds (flower), trim or shake 
by weight is captured and the product is now ready for the cure process. A harvest is required to 
be made up of strain specific plants. 


 
The Flowering Plants phase in Metrc is captured with the following functions: 
 
Item 1: Replace Tags 
 


Replace Tags is used to replace a plant tag that is damaged, lost or in some way in need 
of replacing. 


 
Item 2: Change Room 
 


This can be used to change the room on one plant or multiple plants that you choose to 
highlight prior to clicking on the Change Room button. 


 
Item 3: Change Growth Phase 
 


Change Growth Phase button is used to change the growth phase on one plant or multiple 
plants. 


 
Item 4: Changes by Room 
 


Changes by Room is used to move a section of plants or an entire room of plants. 
 
Item 5: Destroy 
 


Destroy Plants button is used to destroy plants, remove them from your active plant counts 
and put them into your Inactive tab because they are no longer active, viable growing 
plants. 


 
Item 6: Record Additives 
 


Record Additives tab is used to record additives such as fertilizer, pesticides or other 
additives by plant. 
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Item 7: Record Waste 
 


Record Waste button is where you will record the waste taken from live Vegetative plants. 
 
Item 8: Create Plantings 
 


Create Plantings button is used for cuttings or seeds to be planted in an immature batch. 
 
Item 9: Manicure 
 


Manicure Plants button is used to create a manicure batch when trimming from flowering 
plants, prior to harvest, in anticipation of selling or processing the product being trimmed 
off of the plant. If product is being trimmed off of a flowering plant in anticipation of wasting 
it, that does not get reported in Metrc; it gets reported in the waste log that is located at 
the Cultivator/Grow. 


 
Item 10: Harvest 
 


Harvest Plants button is used when you harvest your plant(s). 
 


Each of the tabs shown above have specific features and functions and have been broken down 
individually for easier access and review. 
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Replace Plants Tag - Flowering 
 
In the event that an ID tag has become lost or misplaced, a tag can be replaced providing a new 
ID number for that plant. The following form needs to be completed. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Item 1: Plant 
 


Select the plant ID number from the drop down, for the plant tag you wish to replace 
(original ID). 


 
Item 2: New Tag 
 


Select the new tag number that you want to replace the original tag number with. 
 
Item 3: Replace Date 
 


Enter the date you are replacing the plant tag with a new tag. 
 
Item 4: Replace Tags 
 


Click this button to save the entries and assign the new plant tag number to the plant. 
Therefore, the old plant ID number is no longer valid. 


 
Remember: 


• Replacing a tag should be a rare event 
• When you replace a tag that tag will no longer be shown in your system. 
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Change Room - Flowering 
 
The change room feature allows you to move plants from one room to another. Plants can be 
moved one at a time or in multiples. 
 
To select multiple plants, you can use the control (Cmd button on a Mac) or shift buttons on your 
computer in conjunction with your mouse to highlight all of the plants you would like to move. 
Simply hold down the control key (Cmd key on Mac) and select the individual plants or hold down 
the shift key and select the beginning and ending plant and your left mouse key to choose the 
plants you would like to move. The highlighted plants will be shown in orange.  
 
When you select multiple plants, the change room form will automatically add the template fields. 
Metrc will allow you to apply single attributes to multiple plants by checking the green check mark 
on each field in the template area. In the change room area, the New Room and Move Date can 
be selected one time and applied to all of the plants in the list. See picture below. 
 
This example shows two plants being moved, you may however choose as many plants as you 
like. 
 
 


 
 
 
 
 
 
 
 
 
 
 


Item 1: New Room 
 


New Room is used to select the new room for the plant(s). Use the drop down to select 
available rooms (locations) to move the plant(s) to. After selecting the new room, select 
the apply button to add the new room to all plants in the list. 


 
Item 2: Move Date 
 


Enter the date the plants were/are being moved. After selecting the new date, select the 
apply button to add the date to all plants in the list. 
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Item 3: Plant ID 
 


The plant ID number will be populated in sequential order from the orange highlighted list 
the user initially selected. 


 
Item 4: Perform Move 
 


Click this button to save your entry and move the plant(s). 
 


 


If you choose to select a single plant, you can simply select the Change Room Button on the far-
right end of the page. 
 
When you select the change room button, the following form will open. 
 
 


 
 
 
 
 
 
 
 
 
 
 
 
 


Complete the information for all of the plants in the form just as you would have for a multiple 
move shown in the first example. 
 
Remember: 


• In order to use the template for multiple plants, you must click on the plants you want to 
change by using your mouse and your Control or Shift keys to highlight them in orange in 
the plants screen before selecting the change room button. 


• You can still add or remove plants to the list by using the Blue Add (+) or Minus (-) buttons. 
• You can still move plants back to the original phase if you have made an error. 
• Changing large numbers of plants may still be faster with the change by room feature. 
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Change Growth Phase - Flowering 
 
The Change Growth Phase feature allows you to change the Growth phase of plants from one 
phase to another. Plants can be changed one at a time or in multiples. 
 
To select multiple plants, you can use the control or shift buttons on your computer in conjunction 
with your mouse to highlight all of the plants you would like to move. Simply hold down the control 
key and select the individual plants or hold down the shift key and select the beginning and ending 
plant while using the left mouse key. This will select the plants you would like to move. 
 
After highlighting the plants, use your mouse to select the change growth phase button and the 
Change Growth Phase form below will open. 
 


 


 


 


 


 


 


 


 


 


 


 


 
This example shows two plants being moved, you may, however, choose as many plants as you 
want. 
 
Item 1: New Phase 
 


Select the phase the plant is moving to. After selecting the new phase, select the green 
checkmark button to add the new phase to all plants in the list. 


 
Item 2: New Room 
 


Select the room the plant will be moving to in its new phase. After selecting the new room, 
select the green checkmark button to add the new room to all plants in the list. This is 
optional, if the plants are not moving rooms or if the plants are moving to different rooms 
you can choose the same room. 
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Item 3: Change Date 
 


Enter the date that the plant(s) changed to the new Growth Phase. After selecting the 
date, select the green checkmark button to add the date to all plants in the list. 


 
Item 4: Plant ID 
 


The plant ID number will be populated in sequential order from the orange highlighted list 
the user initially selected. 


 
Item 5: Replace Tag (optional) 
 


The plant tag can be replaced at this phase if the tag was lost or misplaced during the 
change or move process. 


 
Item 6: Change Phase 


 
Click this button to save your entries and selections, to change the phase of the plant(s). 
 


 
When you select the Change Growth Phase button, the following form will open. 
 


 


 
 
 
 
 
 
 
 
 
 
 
 
Complete the information for all of the plants in the form just as you would have for multiple plants 
shown in the beginning example above. 
 
Remember: 


• In order to use the template for multiple plants, you must click on the plants you want to 
change by using your mouse and your Control or Shift keys to highlight them in orange in 
the plants screen before selecting the change room button. 


• You can still add or remove plants to the list by using the Blue Add (+) or Minus (-) buttons. 
• You can still move plants back to the original phase if you have made an error. 
• Changing large numbers of plants may still be faster with the change by room feature. 
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Changes by Room - Flowering 
 
The most efficient way to move a large number of plants is to use the Changes by Room feature. 
The Changes by Room feature allows a user to change large numbers of plants by room or by 
phase without having to enter individual plant information. This will require the user to utilize the 
Changes by Room button in conjunction with a Room. To use this function to its maximum 
capability, it may require the user to add or modify the Rooms they have already created. 
 
In many facilities, a room may have multiple groups of plants. It is acceptable in Metrc to sub 
divide a room into multiple sections to match what is being grown in that room. For example: Veg. 
Room Section 1, Veg. Room Section 2, Veg. Room Section 3 etc. 


By utilizing this style of room layout, a user may use the Change by Room feature to move large 
groups of plants simultaneously without having to input information for each plant. 
 
Keep in mind that the room can stay the same while only changing the phase of the sections of 
plants in that room. After the rooms have been mapped out accordingly, it is a simple task to 
perform the new room or new phase function. Simply launch the form in the changes by room 
feature and select the perform change function.  
 


 
Item 1: Room 
  


You will select the room containing the plants you want to move. 
 
Item 2: Change Date 
 


Select the date you made the changes to the plants in the room. 
 
Item 3: New Phase 


 
The New Phase menu will allow you to choose the phase the room or section will be 
changing to without having to enter individual plant information. 
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Item 4: New Room 
 


The New Room menu will allow you to choose the room or section the plants will be 
changing to without having to enter individual plant information. 


 
Item 5: Perform Changes button 


 
Select the Perform Changes button to save your data and execute the change. 


 
Remember: 


• You can move plants using the shift or control buttons (see moving plants for more 
details). 


• Rooms can be added or changed as the need arises, there is no limit on how many 
rooms you have, the names or how often they are changed or edited. 


• A bar-code scanner may be useful in moving small numbers of plants to ensure the 
correct plant ID is being selected. 
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Destroy Plants - Flowering 
 
Plants are subject to failure at each stage of the growth cycle. The following form provides the 
user with a way to destroy plants that have not survived. 


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Item 1: Destroy Date 


 
Metrc will allow you to apply the date to multiple plants. Enter the date into the Destroy 
Date field either manually or select today and Metrc will enter the date on your computer. 
After the date is entered, select the green checkmark button and the date will be applied 
to all of the selected plants. 
 


Item 2: Notes 
  


Metrc will allow you to apply the note to multiple plants. Enter the note into the field and 
then select the green checkmark button and the note will be applied to all of the selected 
plants. 


 
Item 3: Plant ID 
 


The plant ID number shows the plant that will be destroyed. 
 
Item 4: Destroy Date 
 


If you choose not to use the green apply function shown in item 1, you can enter the dates 
for the plants manually or select the today button. 
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Item 5: Destroy Plants 
 


Once all of the information has been entered and verified, select the green Destroy Plants 
button which will execute the transaction. 


 
Remember: 


• Make sure you are destroying the correct plant, once a plant is destroyed it cannot be 
brought back. 


• You should always verify your plant count against the rules to make sure a facility is in 
compliance with the regulations. 


• The destroy plants feature can be used as many times as required. The destroy plants 
feature is not limited to one time.
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Record Additives - Flowering 
 
This area in Metrc is where additives like fertilizer, pesticides and other additives are recorded by 
plant. Additives may be recorded by room in the Additives Tab. Please see the State's rules and 
regulations as to whether additives are required to be entered into Metrc. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Item 1: Type 


 
Type is a drop-down menu that will allow you to select the type of additive used on the 
plant. Fertilizer, Pesticide and other are available to use. 


 
Item 2: Product Name 


 
Product Name Field is where the name of the product used on the plant will be entered. 


 
Item 3: EPA Regulation Number 


 
This is where the EPA regulation number of the additive will be entered. 


 
Item 4: Supplier 
 


Supplier is where the additive was purchased. (Wholesale distributor, Warehouse, CO- 
OP, etc.) 


 
Item 5: Application Device 


 
Application Device is used to describe the type of Application Device that was used to 
distribute the Additive on the plants (spray bottle, fine mist, nozzle, measured scoop, etc.) 
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Item 6: Total Amount 
 


Total Amount is used to describe the total amount of the Additive that was used. 
 
Item 7: Date Applied 


 
Date Applied is used to show exactly what date that the Additive was used on the plant. 
 


Item 8: Active Ingredient 
 


Active Ingredient identifies the active ingredient in the additive. Multiple active ingredients 
can be added. This is the active ingredient listed on the product being applied and the 
concentration percentage. Active Ingredients will be stored once they are entered so that 
active ingredient will show on the dropdown list when logging future additives. The plus 
sign will allow you to add more active ingredients. 


 
Item 9: Plant #1 


 
The Plant Field identifies the plant or plants that the additive is being applied to. The plus 
sign will allow you to add more plants to the list. 
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Record Waste - Flowering 
 


 
 
Item 1: Waste Method 
 


Select the waste method from the dropdown menu. 
 
Item 2: Material Mixed 
 


Identify the material with which the waste was mixed to dispose of the product in 
accordance with regulations. 


 
Item 3: Waste Weight 
 


Input the total weight of the product being wasted and select the Unit of Measure from the 
dropdown menu. 


 
Item 4: Reason 
 


Select the most appropriate reason why the product is being disposed of from the 
dropdown menu. 


 
Item 5: Optional Note 
 


You may choose to use this area to provide additional information about why you are 
disposing of the product. 
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Item 6: Waste Date 
 


Enter the date when you disposed of the material. 
 
Item 7: Plant Field 
 


Enter the Plant tag number from which the waste came.  
 
Item 8: Record Waste button 
 


Select Record Waste to save the information and exit the screen. 
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Create Plantings - Flowering 
 
 


 
 
 
 
 
 
 
 
 
 
 
 
Create Plantings is where cuttings or seeds can be created from a plant in Metrc.  
 
Item 1: Plant Field 


 
Plant Field is where the plant tag ID will be entered that the cutting or seed is coming from. 
You may use the magnifying glass to see the list of plants available. 


 
Item 2: Group Name 


 
Group Name will auto-populate with the plant tag ID however it is able to be edited into a 
Group Name that is needed, if you do not wish to use the plant tag ID. 


 
Item 3: Plants Type 


 
Plant type is where clone or seed will need to be selected. 


 
Item 4: Plants Count 


 
Plant Count is where you will explain how many cuttings or seeds were taken from the 
plant. 
 


Item 5: Strain 
 
Strain Field is where you will specify the strain of the cutting or seeds that were taken from 
the plant. You may use the magnifying glass to see the available strains to choose from. 


 
Item 6: Planting Date 


 
Planting date is the date the cutting or seed was taken from the plant. You may use the 
today button to display today's date. 


 
Item 7: Create Plantings 
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Clicking the create plantings button will create the new batch for the cuttings or seeds 
taken from the plant. 
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Manicure Plants - Flowering 
 
The Manicure plant process is designed for a business that may remove parts of a plant before 
harvest with the intention of selling or processing what was removed. To be clear, this is before 
the primary harvest. The manicure process could also be used if a usable or sellable part of the 
plant was broken off prior to harvest. The manicure plants feature is not used for waste reporting 
when all that is being trimmed off of the plant is waste. That waste gets reported into the 
Cultivator/Grow waste log located at the facility. Manicuring a plant can be done for single or 
multiple plants. 
 
To Manicure Multiple Plants, select the plants by using the control or shift buttons on your 
computer in conjunction with your mouse to highlight all of the plants you would like to Manicure. 
Simply hold down the control or the shift key and the left button on your mouse to select desired 
plants. 
 
After highlighting the plants, use your mouse to select the Manicure Plants button and the 
Manicure Plants form below will open. 
 


 
 


 


 


 


 


 


 


 


 


 


 


 
This example shows two plants in a Manicure Harvest, you may however choose as many plants 
as needed. 
Item 1: Harvest Name: 
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You may name your Manicure batch by any name, or the system will assign one for you. 
All Manicure batches are required to have a name. After entering the Manicure Name, 
select the green checkmark to add the name to all plants in the list. It is suggested that 
you use the strain name and manicure date in the Manicure batch name. 


 
Item 2: Plant ID 
 


The plant ID number will be populated in sequential order from the orange highlighted 
list the user initially selected. 


 
Item 3: Unit of Measure 


 
Enter the unit of measure from the drop-down list. After selecting the Unit of Measure 
select the green checkmark to add the Unit of Measure to all plants in the list. 


 
Item 4: Drying Room 


 
Select the room where the Manicure Harvest is taking place. After selecting the room, 
select the green checkmark to add the location to all plants in the list. 


 
Item 5: Manicure Date 


 
Select the date of the Manicure Harvest. After selecting the date select the green 
checkmark to add date to all plants in the list. 


 
Item 6: Manicure Weight 
 


Enter the weight of the manicure removed from the "pre-harvest" plant. You will have to 
add the weight for each individual plant in the list. 


 
Item 7: Manicure Plants 


 
Select the Manicure Plants button to create the Manicure Batch and save entries and 
exit. 


 
When you select the Manicure Plants button the following form will open. 
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Complete the information for all of the plants in the form just as you would have for a multiple 
Manicure Plants harvest shown in the beginning example above. 
 
Remember 


• In order to use the template for multiple plants you must click on the plants you want to 
change by using your mouse and your Control or Shift keys to highlight them in orange in 
the plants screen before selecting the Manicure Plants button. 


• It is not required to use all of the apply features, you may choose to use only in certain 
areas. For instance, a user may choose only the harvest name and date but not the unit of 
measure or room. 


• When you choose the apply button it will add that information to every plant in the list, so 
make sure you have chosen only the plants you wish to manicure. 


• You can still add or remove plants to the list by using the Blue Add (+) or Minus (-) buttons. 
• You will still need to enter all of the manicure weights for each individual plant. 


• After you have selected the Manicure Plants button that manicure batch name cannot be 
changed or altered. If you have forgotten to add a plant, you can create a new manicure 
batch with the same name. 


• Manicure is not a waste process. 


• If you remove a part of the plant prior to harvest with the intent to sell or process it, you 
will use the manicure feature. 


• If a piece of usable material falls off a plant, you can use this feature
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Harvesting Plants - Flowering 
 
The Metrc system was designed to create a Harvest Batch capturing the weight of the plants as 
described in the rules and regulations. In this process each plant has been moved into the harvest 
stage, individually weighed and entered into Metrc providing not only individual weights for the 
plants but also a total wet weight for the Harvest Batch. 
 
It is best business practice for the harvests to be strain specific, however, please check your state 
supplemental/rules regarding this. The Harvesting Process can be used for individual or multiple 
plants. Multi-Plant Harvesting will apply a single entry for the Harvest Name, Unit of Measure, 
Cure or Harvest Room and Harvest Date. There is no limit to how many plants you can choose 
to create a Harvest Batch. 
 
To begin the process, you will select multiple plants which can be done by using the control or 
shift key and your left mouse button, selecting the plants you want to harvest. For simplicity 
purposes we have shown a harvest of 2 plants in the example below. 
 
Once you have selected the plants you want to harvest, use your mouse to select the harvest 
plants button which will open the form below. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


After the form is opened you will have the option of either entering the harvest and plant 
information individually or using the upper template portion of the form shaded in green to "apply" 
the information to all of the plants selected. 
 


Item 1: Harvest Name 
 


A harvest must always have a Harvest Batch name. The Harvest Name can be whatever 
a business chooses. We recommend using the Strain and Date of the harvest. If a name 
is not selected, Metrc will create a name for the harvest using the date and the room it was 
harvested into (i.e. 2019-02-03-Harvest Room-H). After selecting the name choose the 
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apply button to add the name to all of the specified plants. 
Item 2: Unit of Measure 


 
This is where you may select the unit of measure you want to use for each plant. It is not 
a requirement to use the same unit of measure if this is not the preferred method. If you 
choose to apply the same unit of measure, enter into this field and select the green 
checkmark button to add to all of the specified plants. 


 
Item 3: Drying Room 


 
The Drying Room field is where you can select the room you will be performing the harvest 
in. This can be the same for all plants but is not required. If the operation is performed in 
the same room enter the information and select the green checkmark to add to all of the 
plants. 


 
Item 4: Harvest Date 


 
Select the harvest date by using the today button or manually entering the information in 
the field and selecting the green checkmark. 


 
Item 5: Plant ID 


 
The plant ID number will be populated in sequential order from the orange highlighted list 
the user initially selected. 


 
Item 6: Weight 
 


Each plant is required to have its weight entered individually, for each plant. 
 
Item 7: Harvest Plants 


 
Selecting the Harvest Plants button will create a new harvest batch made up of all of the 
selected plants with the information provided in all of the fields. Before selecting the 
Harvest Plants button the user should verify all of the information is both correct and 
accurate. 


 
To create a single plant Harvest, select the Harvest Plants button on the far-right side of the page. 
When you select the Harvest Plants button, the following form will open. 
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Complete the information for all of the plants in the form just as you would have for a multiple 
Plants Harvest shown in the first example above. 
 
Remember 


• In order to use the template for multiple plants you must click on the plants you want to 
change by using your mouse and your Ctrl or Shift keys to highlight them in orange in the 
plants screen before selecting the Harvest Plants button. 


• It is not required to use all of the apply features, you may choose to use only in certain 
areas. For instance, a user may choose only the harvest name and date but not the unit of 
measure or room. 


• When you choose the green checkmark button it will add that information to every plant in 
the list, so make sure you have chosen only the plants you wish to harvest. 


• You can still add or remove plants to the list by using the Blue Add (+) or Minus (-) buttons. 
• You will still need to enter all of the plant weights for each individual plant. 


• After you have selected the Harvest Plants button, that harvest cannot be changed or 
altered. If you have forgotten to add a plant, you can create a new harvest with the same 
name. By using the same exact name, all newly harvested plants will go into the existing 
batch until 12am EST IF all harvest details are the same including the same harvesting 
date. 
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Item Detail 
 
The item detail area of Metrc provides extensive detail about a specific item, be it a package, 
transfer or plant. Because Metrc is a chain of custody system, each transaction that occurs 
regarding an item with an ID number has a record along with the characteristics of the transaction. 
Information included in a plants event store would contain the tag ID number, Strain, movement 
history, employees who have interacted with the plant and a date and time stamp for each 
transaction. It is for this reason that anyone with Metrc access should not allow anyone to perform 
any data entry tasks under their profile. 
 
The screen below shows a typical series of transactions for a plant. 
 
 
 
 
 
 
 
 
 
 
 
 
Item 1: Column Settings 


 
The Column Settings button will allow you to sort Ascending/Descending, change your 
view of the columns, and filter for certain information in that column. 


 
Item 2: Tool Bar 
 


The tool bar across the top of the Drill Down Feature allows the user to identify the different 
attributes for viewing of the particular item being shown. By clicking at the top of any 
column the information is sorted in numeric or alphabetical order in ascending or 
descending order. 


 
Item 3: Drill Down Arrow 
 


The Arrow next to a plant or package tag will open up to show additional details about the 
particular ID number. Selecting the arrow once will open it and selecting the arrow a 
second time will close it. 
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Additives Tab 
 
Additives Tab is where additives by room can be added. Please check the State's rules and 
regulations as to whether additives are required in Metrc. Additives include fertilizer, pesticides, 
etc. Additives can also be added per plant in the vegetative and flowering phases. 
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Additives by Room 
 
Additives by Room will allow you to add additives by room instead of by plant. Please see the 
State's rules and regulations as to whether additives are required in Metrc. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Item 1: Type Field 
 


Type field is used to select the type of Additive used, fertilizer, pesticide or other. 
 
Item 2: Product Name 
 


Product Name is the name of the additive product used on the room. 
 
Item 3: EPA Regulation Number 


 
EPA Reg. No. is the EPA regulation number assigned to the additive used. 


 
Item 4: Supplier 


 
Supplier field is used to state where the additive was purchased. 


 
Item 5: Application Device 


 
Appl. Device is used to state what appliance device was used to disburse the additives to 
the room. This can be a sprayer, fine mist, scoop, etc. 


 
Item 6: Total Amount 


 
Total Amount is the total amount used on the room. 
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Item 7: Date Applied 
 


Date Applied is when you applied the product to the room. 
 
Item 8: Active Ingredients 


 
Active Ingredients is the active ingredient and percentage found in the Additive. 


 
Item 9: Room 
 


Room is the room the additives were used in. You may use the magnifying glass to see 
the rooms available for use. 


 
Item 10: Record Additives 


 
Record Additives button is clicked to record the additives to the room. Please do not click 
this until you have checked that all information is correct. 
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Waste Tab 
 
Waste Tab is where waste by room can be added. Please check the State's rules and regulations 
as to whether waste is required to be entered in Metrc. Waste can also be added per plant in the 
vegetative and flowering phases. 
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Record Waste by Room 
 
Record Waste by Room will allow you to add waste by room instead of by plant. Please see the 
State's rules and regulations as to whether waste is required to be entered into Metrc. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Item 1: Waste Method 
 


Select the waste method from the dropdown menu. 
 
Item 2: Material Mixed 
 


Identify the material with which the waste was mixed to dispose of the product in 
accordance with regulations. 


 
Item 3: Waste Weight 
 


Input the total weight of the product being wasted for the whole room and select the Unit 
of Measure from the dropdown menu. 


 
Item 4: Reason 
 


Select the most appropriate reason why the product is being disposed of from the 
dropdown menu. 


 
Item 5: Optional Note 
 


You may choose to use this area to provide additional information about why you are 
disposing of the product. 


 
Item 6: Waste Date 
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Enter the date when you disposed of the material. 
 
Item 7: Room Field 
 


Enter the Room name from which the waste came.  
 
Item 8: Record Waste button 
 


Select Record Waste to save the information and exit the screen. 
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Harvested Plants 
 
The Harvested Plants is the fourth and final phase of the growth cycle captured in the Metrc 
system. At this point, the plant has already been cut down and the wet weight has been captured. 
At this stage, the plant is now completing the curing process and the waste and package process 
is performed on the harvest. Marijuana in the form of buds or shake (by weight) is packaged and 
transferred or processed into hash or infused product. A Unique RFID label is assigned to the 
package in the Harvested state. 
 


 
Item 1: Create Packages button 
 


The Create Packages button is used to create packages of Bud (flower), Shake or Trim 
from the Harvest or Manicure Batch. As the packages are created, the overall wet weight 
will go down. All packages of Bud (flower) must be strain specific. 


 
Item 2: Submit for Testing button 


 
Submit for Testing Button is used to submit the harvest batch for testing. Please see the 
States rules and regulations as to whether your product should be tested from the harvest 
batch or in the packages area.  


 
Item 3: Report Waste button 
 


Report Waste button is used to report waste for a specific harvest or manicure batch. All 
waste must be reported on the day it is created. 


 
Item 4: Finish Batch button 
 


Finish Batch button is used to finish a Harvest or Manicure batch once all packages have 
been created and all waste has been reported. Any weight remaining in the harvest will 
automatically be attributed to moisture loss. There should always be weight left in a 
harvest batch to account for the moisture loss for that harvest batch.  


 
Item 5: Discontinue button 
 


The discontinue button can be used to discontinue a harvest. This will restore the plants 
back to the Flowering tab and they will be active plants again. A harvest may only be 
discontinued if it was created less than 48 hours ago, and no waste has been reported, 
nor any packages created. 
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Create Package - Harvested 
 
Because Metrc is a chain of custody, packages of buds or shake/trim are created from the harvest 
or manicure batch. The creation of a new package requires the removal of product from a Harvest 
or Manicure batch which is why the packages are created in the harvested area. 


 
Packages created in this screen will be available for adjustment in the package screen and viewed 
in the transfers area. 
 
Item 1: New Tag ID 


 
Select the package tag ID number from the drop-down menu. Put this tag on the shipping 
container (bag, jar, container, etc.) This will be required before it can be transferred. 


 
Item 2: Item Selection 


 
This is where you will select the Item that you are packaging. If you do not see the item in 
your drop-down menu you should review the item list for the facility and confirm it has been 
created in your item list. 


 
Item 3: Package Quantity 


 
The Package Quantity is auto calculated by what is based on the quantity entered on the 
right side and the unit of measure chosen to package. The unit of measure for the package 
must be selected. For example, pounds can be selected on the right side and grams can 
be selected on the left side and it will convert from pounds to grams. 
The grams calculation is based on 453.6 grams. 


 
Item 4: Package Date 


 
Select the date for the creation of the package. 
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Item 5: Harvest #1 
 


Select the Harvest or Manicure Batch from which you are packaging.  You will continue to 
package from this harvest batch until all sellable or processable material is gone. 


 
Item 6: Quantity 


 
Enter the weight of the package. Remember you must follow the State's rules for 
packages. Metrc does not stop you from exceeding the maximum amounts for packages. 
Metrc is a reporting tool providing visibility for what is actually being done. 


 
Item 7: Create Packages 
 


Once you have completed all of the fields in the form, you will select the Create Packages 
button to complete the transaction. 


 
Remember 


• When you create packages from a Harvest Batch, you must create them from the Plants 
menu under the Harvested Tab (not the packages menu). This will associate your 
package to the Harvest Batch. 


• When packages are created from the harvest batch, the overall wet weight will be 
decreased by the amount of the new package. 


• Always verify you have selected the correct unit of measure for each product. 


• You cannot adjust a package from the harvested screen. 
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Submit for Testing - Harvested 
 
Submit for testing in the harvested area is where you may submit a Harvest Batch for testing. 
Please see the State's rules and regulations as to whether you will need to submit a harvest batch 
for testing or test from packages. 
 


 


 
 


Item 1: New Tag 
 


New Tag is where the new package tag will be applied to the testing sample. You may 
click the magnifying glass to see the available package tags to assign. 


 
Item 2: Item name 


 
Item Field is the Item name for the test sample. The item name should reflect the item 
name of the harvest you are pulling from. You may click the magnifying glass to see the 
available harvest batch. 
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Item 3: Quantity Field 
 


Package Quantity is auto calculated by what is entered to the weight amount on the right 
side of the box. The unit of measure for the package must be selected. For example, 
pounds can be selected on the right side and grams can be calculated on the left side. 
The grams calculation is based on 453.6 grams. 


 
Item 4: Package Date 


 
Select the date for the creation of the test sample. 


 
Item 5: Process Validation box 


 
Process Validation box is checked for any test sample that a licensee is using for their 
process validation. 


 
Item 6: Harvest Field 


 
Select the Harvest or Manicure Batch you are packaging from to test. Please see the 
State's rules and regulations as to whether test samples should be pulled from a Harvest 
Batch or packages. 


 
Item 7: Quantity 


 
Quantity on the right side is how much you are pulling out of the harvest batch to test. 


 
Item 8: Submit for Testing 


 
Submit for Testing button is used once you are ready to create your test sample. 
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Report Waste - Harvested 
 
Reporting waste for each harvest is required. Reporting waste can be either wet or dry and can 
be done multiple times during a harvest. 


 


 
 
 
 
 
 
 
 
 
 
 
 
 
Item 1: Harvest Batch 
 


This is where you identify in which harvest you are working. 
 
Item 2: Weight 


 
Enter the amount of waste for the harvest 


 
Item 3: Waste Date 


 
Enter your date for reporting waste. 


 
Item 4: Report Waste 


 
Select this button when you are ready to report waste and save your work. 


 
Remember: 


• Waste can be either wet or dry 


• You can report waste multiple times 
• You do not report waste pre-harvest in Metrc. 
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• Your Harvest Batch waste can be reported for the whole harvest batch. 
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Finish Batch 
 


 
 
 
 
 
 
 
 
 
 
 
 
 
 
Item 1: Harvest Name 
 


Select the harvest batch you wish to finish. This means that all of the waste has been 
reported and the usable product has been packaged. 
 


Item 2: Date Finished 
 


Enter the date you finished your Harvest Batch. 
 
Item 3: Finish Harvest 


 
Select the Finish Harvests button to save your entries and exit the screen. This will remove 
the Harvest Batch from your screen. Should you make a mistake, please switch to the 
Inactive Tab to the right of Harvest Tab and highlight the finished harvest batch and click 
the Unfinish Button to bring that harvest batch back to active. 


 


Remember: 


•  When a harvest batch is complete, it is very likely to have remaining weight, this is 
attributable to moisture loss.  


• After all the product is packaged and no waste remains in the Harvest Batch, finishing the 
batch will take the remaining balance to "moisture loss". 
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Packages 
 
Metrc is a reporting system with a chain of custody. The package ID numbers are what allows the 
product to be tracked from a harvest batch though a transfer to a point of sale system. In order to 
move any product, it must be in a package. You will see, in the transfers section of the manual, it 
is actually not possible to create a transfer without a package. The following Graphic shows how 
and where packages are created as well as where packaged product can move to and from. 
 


 
There are two types of tagged inventory in Metrc; Plants and Packages and these two forms of 
tagged products allow Metrc to accurately manage and report the chain of custody between the 
grow and the sale. The two key terms in the previous sentence are “report” and “chain”. Let us 
first focus on the word “Chain”. From the immature plant all the way to the final transfer received 
at the store, Metrc will always be able to track a product from one ID number to another. If you 
cannot see a connection from one point to another the chain is broken and the process is 
incorrect. Please see the graphic below. 
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The only place where a Metrc tag does not represent a point in the process is in the Harvest Batch 
as we saw in the plants section. The harvest batch does not have a tag but still has an ID. The 
harvest batch ID, is assigned by the grow or Metrc will assign it automatically. The harvest batch 
ID connects the plant ID number to the package tag ID number. In this way we have connected 
all of the points of the chain of custody tracking from one point to the next. Because of this chain 
of custody, Metrc allows the person(s) handling the plant, batch or package to “report” on the 
movement of the product from one stage to the next. Remember, a harvest batch can be made 
up of many plants. In this way the harvest batch is a many to one relationship. Conversely the 
harvest batch is a one to many relationships with one harvest batch equaling many packages. As 
we saw in the plants section, packages in a grow are always created from the harvest batch. 
 
When creating a package, it is also important to remember that packaging is based on the 
shipping rules. If your state has a limit on packaging, i.e. A limit of 1 pound of Bud to package and 
manifest, then each pound of Bud would require a package tag. However, that does NOT mean 
that every individual item needs to have a tag on it. For example: quarters, eighths, or ounces can 
be bundled together to make up a 1lb package that would receive a tag. If a business pre- 
packages product into ounces, eighths, or quarters, each pre-pack could be bundled into a 1lb 
package with one unique package tag. Infused products can have multiple, mixed items in each 
package. Each individual item does not require a unique tag. Remember Metrc does not set rules 
so please refer to your state’s rules and regulations to ensure your packages are in compliance. 
 
When you are creating a package for raw product, it should NOT be done from the Packages tab. 
Creating new packages for raw product should come from the harvest batch. This is accomplished 
from the Plants Section, Harvested Tab, then Create Packages (see create package page). The 
chain of custody requires the package be associated to the harvest batch and by creating a 
package under the Packages tab, it will NOT refer to the harvest batch. 
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Packages Tab 
 
Please note that the options under the Active Tab may differ depending on your license type. i.e. If your 
license is not a grow, you will not see the Create Plantings and Unpack Plants options. 
 


 
 
 
 
 
 


Item 1: Active 
 


Active Tab shows what active packages are currently in a business facility. 
 
Item 2: On Hold 
 


On Hold Tab shows what packages are currently on Administrative hold by the state. 
 
Item 3: Inactive 
 


Inactive Tab shows all packages that have been discontinued or finished and are no 
longer active in a business facility. 
 
 


 Active Package Tabs  


 
Item 1: New Packages 
 


The new package area in practice is a re-package used for Infused Products or re- 
packaging of existing products. Select New Packages in this area to repackage an existing 
tag. 


 
Item 2: Submit for Testing 
 


Submit for Testing button is used to create test samples of a product that is to be sent to 
a testing lab. For more information regarding testing samples, see the Testing area for 
more details. 


 
Item 3: Remediate 
 


Remediate button is used to remediate Test Failed product. 
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Item 4: Create Plantings 
 


Create Plantings is used to Create Plantings from a Plant package. A plant package will 
have a leaf icon next to the package tag number instead of the 4 gray boxes. The create 
plantings button will create an immature batch from the package. 


 
Item 5: Unpack Plants 
 


Unpack Plants is used to Unpack Plants from a package of Vegetative Plants. This feature 
is not to be used to unpack immature clones. 


 
Item 6: New Transfer 


 
New Transfer is used by clicking one or multiple packages that need to be transferred, 
then clicking on the New Transfer button. This will put those packages onto a manifest 
transfer for you. See Transfers for more details. 


 
Item 7: Change Items 
 


Change Items is used to change the Item of a package without using a new tag. This will 
only work if the package was created less than 24 hours prior, and will not allow you to 
change a weight based item to a count based item or vice versa. 


 
Item 8: Adjust 
 


The Adjust Packages button is used to adjust existing packages. See adjust package 
page for more details. 


 
Item 9: Finish 
 


Finish Packages button is used to finish an active package(s). In order to finish a package, 
the quantity or weight must be at zero. 


 
Item 10: Discontinue 
 


The Discontinue package button is used to remove a package that has been created in 
error and restore the weight back to the source that the package was pulled from. Once 
a package has been modified in any way or transferred it can no longer be discontinued. 


 
Package Definition - The amount of marijuana or marijuana infused product that may be sold, 
processed or transferred and must be placed into one or more containers, each container having 
its own unique RFID tag. 
 


Remember: 
• There are two types of tagged inventory in Metrc; Plants and Packages. 
• Packages are created from immature plants, harvest batches or other packages. 


• The system allows for any package to be “re-packaged” into smaller units for sale or 
combined into larger packages for transfer. 
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• Once a package has been adjusted in any way it can no longer be discontinued. 
• A package must exist in order for it to be selected for transfer. 
• Transfers are real-time inventory dependent. 
• Returned product to a processor will require a new tag to transfer back, unless the entire 


package is being returned. If there are sales on a package that is being returned to a 
vendor, it must be repackaged onto a new tag with no sales.  
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New or Re-Packaging 
 
The new package area in practice is a re-package used for Infused Products or re-packaging of 
existing products. You should first select the existing packages that you are pulling from in order 
to make the new product for your package. If you select the New Packages button without 
choosing an existing package first, then you will simply need to fill out the contents section on the 
right. The contents section displays the information of the source package that you are pulling 
from/repackaging.  
 
A user can select as many existing packages as required to make the new package by selecting 
the Add (plus) contents button at the bottom of the page. Every time a new package is added, 
another Add button will appear at the bottom of the page.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Item 1: New Tag ID 
 


Select the new Package Tag ID number from the pull-down menu. 
 
Item 2: Item 


 
Select the New Item the package will become. This will be populated from the items you 
created in the Admin section. 


 
Item 3: New Package Quantity 
 


This will be the new quantity of the package. If you will be making this from multiple 
packages take extra care in making sure the units of measure match and the quantity is 
correct. It is recommended to use the Auto-Sum button to the right when there are multiple 
packages in the contents section. This feature will automatically add up your quantities on 
the right and input that sum on the left.. 


 
Item 4: Package Date 
 


Select the date for the new package. 
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Item 5: Production Batch checkbox 
 


Check this box if the new package is a production batch.  
 
Item 6: Existing Package ID 


 
This will be the package the material is being pulled from to create the new package. 
Please take extra care to make sure the package is the correct package you wish to pull 
from. 


 
Item 7: Existing Package Quantity 


 
This is the quantity of product you are pulling from the existing package. Please take 
caution to ensure this is correct. Please note the contents removed from this package are 
not done automatically. The user will need to put the content amount in the field. When 
putting in the amount, the user should not use negative numbers. 


 
Item 8: Create Packages 
 


Once you have finished creating the package you will select the Create Packages button 
to save your entries and record the new package. 


 
Remember: 


• From the existing package, the contents removed from this package are not done 
automatically. The user will need to put the contents amount in. 


• The chain of custody may not be broken. If you repackage a product you must indicate 
the contents. 


• All packages from a Harvest Batch are created from the Harvested Tab under the Plants 
area. 


• Package Tags may only be used once.
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Splitting Package 
 
Splitting packages is very similar to re-packaging. In this case you will need to reverse the process 
as shown in the re-packaging section. Simply select the package you wish to split and create as 
many new packages as desired from the original package as shown in the graphic below. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Item 1: Tag Sequence 
 


If the 2 or more new packages being created will be tagged sequentially, you can use the 
Tag Sequence feature and it will assign new tags sequentially starting with the tag of your 
choice. 


 
Item 2: Item 
 


If all of the new packages will have the same item, choose the new item and select the 
green checkmark to apply to all new packages. Otherwise, select each item individually 
for each package below. 


 
Item 3: Unit of Measure 
 


If all of the new packages will have the same unit of measure, select the unit of measure 
and select the green checkmark to apply to all new packages. Otherwise, select each unit 
of measure for each individual package below. 
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Item 4: Package Date 
 


If each new package has the same package date, then input the package date and select 
the green checkmark to apply to all new packages. Otherwise, select each package date 
individually for each package below. 


 
Item 5: Production Batch checkbox 
 


If all of the new packages will be production batches, select the check box and then select 
the green checkmark to apply to all new packages. Otherwise, select the production batch 
box individually for any package that will be production batches, if any. 


 
Item 6: Quantity 
 


If each new package will have the same quantity, then enter the new quantity and select 
the green checkmark to apply to all new packages. Otherwise, input each new package 
quantity individually below. 


 
Item 7: Existing Package 
 


If each new package will be pulling from the same source contents package, input the 
source package and select the green checkmark to apply to all new packages’ contents 
section. 


 
Item 8: Quantity  
 


If each new package will be pulling the same quantity from the source package, then input 
the quantity and select the green checkmark to apply to all new packages’ contents 
section. Otherwise, individually input the quantity each new package is pulling from its 
source below. 


 
Item 9: Package #1 
 


Package #1 is used to input the source package that is being used to create the new 
package. 


 
Item 10: New Package ID 
 


New Package ID is used to select the package tag number for the new package. 
 
Item 11: Create Packages 
 


Once the new packages are created, select the Create Packages button to complete the 
transaction. 
 


Remember: 
 


• Unless you are a processor combining multiple products to process together, you cannot 
combine products of more than one item/category into a single package. 
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• All products must be strain and item specific when packaging and 
transferring/manifesting. 


• The first package from a Harvest Batch is created from the Harvested Tab under the 
Plants area. 
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Adjust / Discontinue Package 
 
Adjustments to a package are available when something has occurred to a package that causes 
the package to be in a state that conflicts with what has been recorded in Metrc. A package should 
not be adjusted for sales or re-packaging reasons. The reasons for packages adjustments were 
created by the State and cannot be changed or altered without the guidance of the State. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Item 1: Package ID Number 


 
This is the field where you will input the package being adjusted. 


 
Item 2: Quantity 


 
The Quantity Field will display the current quantity of the package.  


 
Item 3: Adjustment Quantity 
 


The Adjustment Quantity field is where you will input the amount that the package is being 
adjusted by. If you are adjusting down, you will insert a (-) negative sign in front of the 
quantity. 


 
Item 4: New Quantity 
 


New Quantity will display what the new quantity of the package will be after the 
adjustment. 


 
Item 5: Adjustment Reason 
 


From the drop down, menu Select the reason for the package adjustment. Please see 
your State Supplemental for package adjustments/action reasons. 
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Item 6: Note 
 


Use the notes section to explain why the adjustment is being made in more detail. There 
is a limit of 250 characters for the note. 


 
Item 7: Adjust Date 


 
The Adjust Date button will indicate the date the package was adjusted. You can select 
the today button or enter manually. 


 
Item 8: Adjust Packages 
 


Select adjust packages to record an adjustment to a package. 
 


Remember 
• Discontinuing a package will eliminate it permanently. Discontinued package tags cannot 


be un-discontinued as a finished package can be unfinished. 
• A package can be adjusted in the receive transfer area as well. See receive transfer for 


more details. 


• Adjusting a package is only meant to adjust a package that has an error, not for use to 
reconcile inventory or your POS system. 


 
 
Discontinuing a package will clear the package and it will disappear from the user screen. You 
may use the discontinue package feature when you need or want to permanently eliminate a 
package. You cannot use this option if you have recorded any transaction out of the package 
such as a sale, transferred the package or made an adjustment. You will be prompted one final 
time before the package has been discontinued. See image below. 
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Processor Packages Notes 
 


The following information may be helpful to some Infused Products Manufacturer's. Metrc is 
providing this as assistance for use as functionality that may prove helpful for Lot or Batch tracking 
in Metrc. It is required that the chain of custody exist between the marijuana product and final 
infused product through to the final sale. This chain of custody must be visible through the Metrc 
system. 
 
For incoming packages used by a Processor, in an intermediate step such as making concentrate 
to be used in multiple infused product batches, create a new package for the concentrate. The 
new packaged concentrate may then be partially used in an infused product, making it more easily 
recorded as content to the finished infused product package. 
 
The Processor process is similar to a harvest batch only a bit more complex. In the typical plant 
harvesting process, the Harvest Batch exists as one intermediate step in between the package 
and sellable product. In the case of a Processor we may have multiple intermediate steps. 
Please see graphic below. 
 


 
In this graphic you can see how several bags of Flower and Trim were transferred into the 
Processor from another location via the transfer process. The shake was 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 then is used to bake a large batch of cookies say, 1000. 
The larger batch of 1000 cookies is then broken down and packaged with other products to be 
transferred and shipped. Using this example, it is critical to understand that each intermediate 
step requires a new package tag. If you follow the process above, you can see how each tag ID 
is connected to each tag ID that preceded it and how the “chain” is kept intact. 
 
Accomplishing this task is done by using the packaging function in Metrc. Selecting the package 
function will bring up the new package form. Creating the new package will provide the chain of 
custody. You may use the blue plus sign (contents) button to add multiple source packages being 
combined into the new package. 
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If we use the example of a cookie as discussed above we would have many ingredients, oil, 
flower, water, sugar etc. With this in mind it is important to understand the Metrc system is only 
designed to track one of these components, the Marijuana. This process can be repeated multiple 
times to allow for as many multiple intermediate steps as required accounting for the Processor's 
process. Because Metrc only tracks the one component, the ID numbers attached to the batch of 
cookies and the concentrate (in the use case above butter) that made up the batch will chart the 
chain of custody. In this way the Metrc system accounts for the entire chain of custody from seed 
to sale for the marijuana component of the finished product. 
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Item Detail 
 
The item detail area of Metrc provides extensive detail about a specific item, be it a package, 
transfer or plant. Because Metrc is a chain of custody system, each transaction that occurs 
regarding an item with an ID number has a record along with the characteristics of the transaction. 
Information included in a package event store can include the harvest batch the package came 
from, the person who created the package, any edits or adjustments to the package and the 
transfer history of the package. It is for this reason that anyone with Metrc access should not allow 
anyone to perform any data entry tasks under their profile. 
 
The screen below shows a typical series of transactions for a package. 


 


 
 
 
 
 
 
 
 
 
 
Item 1: Column Settings 


 
The Column Settings button will allow you to sort Ascending/Descending, change your 
view of the columns, and filter for certain information in that column. 
 


Item 2: Tool Bar 
 


The tool bar across the top of the Drill Down Feature allows the user to identify the 
different attributes for viewing of the particular item being shown. By clicking at the top 
of any column the information is sorted in numeric or alphabetical order in ascending or 
descending order. 


 
Item 3: Drill Down-Caret 
 


The down-caret next to a plant or package tag will open up to show additional details 
about the particular ID number. Selecting the down-caret once will open it and selecting 
the down-caret a second time will close it. 
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Transfers - Keep in Mind 
 
The Transferring of a package is a key component in the chain of custody in the Metrc system. 
The graphic below shows the transferring process between the different types of facilities and 
how products move within Metrc. 


 
Important Note: The Metrc system is a tool used by the industry and monitored by the State. 
Metrc does not define or supersede any rule or regulation. A licensee should always verify a 
transfer is in compliance with all applicable rules and regulations put forth by the State before 
completing a transfer. 
 
There are several important points to keep in mind: 


• Any movement from one facility license to another requires a transfer and a corresponding 
manifest generated by Metrc. 


• A package must exist in order for it to be selected for transfer. 
• A transfer must be created anytime a package moves from one physical location or facility 


license to another. 
• A transfer manifest is still required even if the two facilities are located in the same building. 


So, if you have a grow and a store operating the business, when you transfer a package 
it still requires the transfer manifest. This is how the chain of custody is maintained. 


• Transfers are real-time inventory dependent. 
• A package must be received completely; the system does not allow for partial package 


receipt. 
• A transfer can be rejected by package or completely. 
• A rejected package will require the originating Licensee to receive the package back into 


their custody. 
• If you receive a package you will have the opportunity of reporting a new weight. The only 


reason a new weight should be entered when receiving is due to Scale Variance, or if you 
are converting the package (i.e. a package is manifested in pounds, and you want to 
receive it as grams, then you can make the conversion and enter the received quantity as 
grams). 


o Note: a new weight will raise an exception in the State reporting. 
• If you have any questions at all about the transfer; you should reject it. 
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Transfers 
 


 


 
Item 1: New Transfer 
 


Selecting the New Transfer Button will launch the transfer manifest screen, so a user can 
create a new transfer manifest form. 


 
Item 2: View Manifest 


 
The View Manifest field will allow you to look at any existing manifest. You must first 
highlight the manifest you want to see. It will take a moment to load as the new manifest 
is created in PDF format. This is where you will be able to print your Manifest. 


 
Item 3: Manifest View Tabs 


 
You have three tabbed choices to view, incoming, outgoing and rejected. Keep in mind 
that you will only see the manifests for the location you are in. 


 
Item 4: Origin 


 
The Origin field shows you the location the transfer was created in along with the other 
corresponding information. 


 
Item 5: Type 
 


Type will show you what type of transfer it is. 
 
Item 6: Transporter 
 


Transporter will show you the license number of the facility transporting the product. 
 
Item 7: Driver 


 
The Driver Name field shows the name of the driver assigned to complete the transfer 
along with the other corresponding information. 


 
Item 8: Vehicle Information 


 
The Vehicle Information field shows the vehicle assigned to perform the delivery along 
with the other corresponding information. 
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Item 9: Packages 


 
The Packages field shows the number of packages being moved in that transfer along 
with the other corresponding information. 


 
Item 10: Estimated Time of Departure 


 
The Estimated Departure field shows the time the transfer is supposed to leave the point 
of origin entered into the transfer manifest for that particular transfer along with the other 
corresponding information. 


 
Item 11: Actual Time of Departure 
 


Actual Time of Departure shows the time the transfer actually left the point of origin. 
 
Item 12: Estimated Time of Arrival 


 
The Estimated Arrival field shows the time the transfer is supposed to arrive at the 
destination entered into the transfer manifest for that particular transfer along with the 
other corresponding information. 


 
Item 13: Actual Time of Arrival 
 


Actual Time of Arrival shows the time the transfer actually arrived at the destination. 
 
Item 14: Received 


 
The Received button shows the time the recipient of the transfer selected the receive 
button in Metrc. This may or may not actually correspond to the drop off time. It is important 
for the receiving licensee to select the receive button as soon as they have received the 
product to avoid discrepancies. 


 
Item 15: Receive button 
 


The Receive button is what you select when you are ready to receive/reject the manifest. 
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Creating a Transfer 
 
All information entered into the manifest fields are required and can be saved and printed in PDF 
format. You can save a copy of the manifest for your records if you choose but it is not required. 
You will also need to print a copy for the driver. Please be sure you read all of the rules and 
regulations regarding transferring and transfer manifests provided by the State to ensure your 
transfer is in compliance. Please see your State Supplemental for any extra boxes, dropdowns or 
choices that your State may have added to the transfer manifest page. 
 
 
 


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Item 1: Destination 1 
 


The Destination box is used to enter or select the location you will be shipping to. You can 
input the location’s license number or business name, or you can select the magnifying 
glass to bring up the list of facilities available to manifest product to. All actively licensed 
businesses are located in this list. The menu is sorted in numerical order by license 
number. 


 
Item 2: Planned Route 
 


The planed route field is used for each specific leg of a transfer. If the transfer is going 
from one location to another, only one route will need to be entered. If the transfer is a 
multipoint transfer, a field for each leg of the transfer will need to be completed. The field 
shown will only be for the individual leg of the transfer. 


 
Item 3: Transfer Type Drop Down 
 


The Transfer Type Drop Down specifies the kind of transfer you are performing. Please 
see your State Supplemental for details on your transfer types. Please see your State's 
rules and regulations as to the type of transfers that are allowed for your license type. 
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Item 4: Estimated Time of Departure 
 


Use Estimated Time of Departure to provide the date and time of day the product is leaving 
the facility. 


 
Item 5: Estimated Time of Arrival 


 
Use Estimated Time of Arrival to provide the date and time of day the product is arriving 
at the destination. 


 
Item 6: Transport #1 
 


Use Transport #1 to input the license number of the facility that will be transporting the 
product. If it is your own facility transporting the product, enter your facility license number. 


 
Item 7: Driver Lookup Drop Down 
 


The Lookup Drop Down will provide the user with a list of drivers that have been previously 
entered into Metrc. Every time a driver is entered for the first time the information 
associated with that driver will be added for future use. The driver information includes 
Badge number/Handler's Permit or Username, Driver's Name, and Driver's Lic. No. but is 
not associated to the vehicle. 


 
Item 8: Employee ID 
 


Enter the username of the employee transporting the product. 
 
Item 9: Driver’s Name 
 


Enter the first and last name of the employee transporting the product. 
 
Item 10: Driver’s License Number 
 


Enter the drivers license number of the employee transporting the product. 
 
Item 11: Phone Number 
 


Enter the best phone number for any questions related to the manifest. 
 
Item 12: Layover checkbox 
 


Check the layover checkbox if there will be a layover between the origin license and the 
destination. 


 
Item 13: Vehicle Lookup Drop Down 


 
The Vehicle Lookup Drop Down will provide the user with a list of vehicles that have been 
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previously entered into Metrc. Every time a vehicle is entered for the first time the 
information associated with that vehicle will be added for future use. The vehicle 
information is not associated to the driver. 


 
Item 14: Vehicle Make 
 


Enter the make of the vehicle transporting the product. 
 
Item 15: Vehicle Model 
 


Enter the model of the vehicle transporting the product. 
 
Item 16: License Plate 
 


Enter the license plate number of the vehicle transporting the product. 
 
Item 17: Package #1 
 


The Package field allows you to either input the tag number being transported or select 
the magnifying glass to see a list of all available packages at your facility to be transported. 
If you have previously selected the package and then selected New Transfer, the package 
tag number will be populated here already. 


 
Item 18: Register Transfer 
 


The Register Transfer Button will finalize the manifest creation process and make the 
manifest available to all parties named in the transfer. 


 
You make use the add (package) button to add additional packages to the manifest. A user should 
only add packages to that manifest for the particular destination they are traveling too. If you have 
multiple destinations a user should add the packages for each destination under that destination 
and not all packages under one destination. A user can add as many packages for that destination 
as required. 
 
You may use the add (destination) button to add an additional destination. When a new 
destination is added, new fields will be shown for the user to complete. The new fields will include 
destination, route, schedule and package. The user will not need to adjust or change the driver 
or vehicle information. 
 
After a transfer has been registered it will be viewable by the licensee who created it as outgoing, 
by the company 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. 
 
Remember: 


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


• The packages for delivery should correspond to the destination they are assigned to. 
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• Metrc is a reporting system. All transfers should be completed based on all applicable 
rules and regulations put forth by the State. Metrc does not replace, alter or change any 
rule or regulation. If you have questions about how you should be manifesting product, 
please refer to the State. 
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Modifying or Voiding Transfer 
 
A transfer can be changed, modified or voided any time a licensee chooses to do so, up until the 
time it leaves the facility. Once the transfer process has begun the transfer may not be modified. 
The product being transferred will remain the responsibility of the business that originated the 
transfer and will not be entered into the recipient’s possession until the receive button is selected 
by the recipient. You may edit each of the transfer fields in the Metrc transfer to 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 Voiding of a transfer will 
permanently eliminate the transfer and move the product back into the originators inventory. The 
transfer process is a key component of the chain of custody and modification to a transfer manifest 
should be handled accordingly. The edit button is visible to the very right of the manifest line, as 
well as the void button. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Item 1: Manifest 
 


This will display the manifest number of the manifest 
 
Item 2: Destination 
 


The Destination of a transfer can be changed. In the Destination area, select a new 
location and a new planed route. Remember the destinations in the pull-down menu are 
listed in numerical order by business license number. If an additional destination needs to 
be added to the manifest, you can use the blue plus (destination) button to add any 
additional destinations.  
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Item 3: Planned Route 
 


The Planned Route can be modified if the original route is incorrect or no longer possible. 
 
Item 4: Transfer Type 
 


The Transfer type can be modified if the original information was entered incorrectly or if 
the package is being redirected for a new purpose. 


 
Item 5: Estimated Time of Departure 
 


Estimated Time of Departure can be adjusted if the transfer has been delayed or moved 
to an alternate departure date and/or time of day. 


 
Item 6: Estimated Time of Arrival 
 


Estimated Time of Arrival can be adjusted if the transfer has been delayed or moved to an 
alternate departure date and/or time of day. 


 
Item 7: Transporter Field 
 


The Transporter license can be modified if the original transporter entered is incorrect or 
has been changed. 


 
Item 8: Driver Information 
 


Driver information can be changed if the initial driver information is incorrect or has 
changed. 


 
Item 9: Vehicle Information 
 


Vehicle Information can be changed if the initial vehicle information is incorrect or has 
changed. 


 
Item 10: Package Field 
 


The package field can be used to change the package. If you need to add a package you 
can select the black Add (plus) button and a new field will appear to add an additional 
package. You can add any package to the manifest required. Removing the package from 
the transfer will put the package back into the transfer originators inventory. 


 
Item 11: Save Transfer 
 


Once you have completed the modifications, select the Save Transfer button to finalize 
the transfer. 
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Remember 
 


• New packages can be added, or packages may be removed. However, even though you 
can add or remove packages you cannot adjust the package from the transfer screen. If 
a package needs to be adjusted, you will need to remove the package from the transfer 
to make the adjustment. If you want to add the package back to the transfer, you may do 
so after it has been adjusted. 


• You can select the Drop-Down Menu Arrow to review all of the information about that 
manifest (see graphic below). 


 
 
Voiding A Transfer 
 
Voiding a Transfer can only be completed by the originating business. To Void the transfer the 
user will need to navigate to the outgoing tab on the transfers screen. Simply locate the void 
button associated with the proper transfer and select the Void button (see the graphic below). 
 


 


 


 


 
When you have selected the Void button, you will receive a prompt asking you to confirm your 
decision. Simply select the OK button to confirm. 
 
 


 
 


 
Once a transfer has been voided it cannot be reinstated and all of the associated packages will 
be returned to the transfer originators inventory. 
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Receiving a Transfer 
 
Receiving a Transfer is the exchange in the chain of custody. Once the recipient has selected the 
receive button, that business has accepted the package and thus taken responsibility for it. 
Incoming transfers can come from your facility or any company you do business with. You have 
two options with incoming transfers: Receive or Reject.  
 
By selecting the Drop-Down Menu Arrow to the left of the transfer Manifest ID number, you can 
see and review the contents of the shipment prior to taking receipt of the packages. 
 
On the right-hand side of the transfer manifest you can select the receive button. Selecting the 
receive button will not accept the transfer but instead will launch the editable receive transfer 
screen. 
 


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Item 1: Manifest Information 
 


This will display the manifest information that cannot be edited by the receiving facility. 
 
Item 2: Reject check box Template 
 


If all packages are being rejected, you can select the Reject checkbox and select the green 
checkmark to apply that checkbox to all packages. 
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Item 3: Package Information 


 
This will show the package ID number and contents of the package. This should be verified 
prior to receiving into Metrc. 


 
Item 4: Shipped/Received Quantity 


 
The Shipped Quantity will show the amount of the product that was recorded when the 
package was created. Metrc will automatically populate the same product quantity in the 
Receive Quantity field as the package had when it was created. 
 
If the Shipped Quantity does not match the Received Quantity, the recipient has two 
choices: 


• Input a different value only if there is scale variance, or the receiver wishes to 
convert the product to a different unit of measurement (i.e. the origin facility 
manifested the package as pounds and the receiver wishes to do the 
conversion and receive as grams. 


• Reject the package. 


If the user accepts the package, the adjustment will show in Metrc. 
 
There is also a reject checkbox located here. A single package can be rejected from a 
transfer without having to reject the entire transfer. Simply check the reject package box 
next to the corresponding package. When you reject a package the received quantity and 
unit of measure will disappear and a Reject Reason drop down, as well as a Notes section, 
will appear to input why the transfer is being rejected. 


 
Item 5: Receive Transfer button 


 
Selecting the receive transfer button will accept/reject the transfer and move the packages 
into the recipient’s inventory, and/or reject the packages back to the origin facility. 
 
Any package not check marked will be received. At that point you can accept the transfer 
and the rejected package(s) will remain in the custody of the sender. 
 
The sending facility will then see the rejected packages appear under the Rejected Tab. 
The sending facility will click the Receive button, input the Reject reason and use the 
notes section to explain why it was rejected. 


 
Remember 


• Once the recipient has selected the receive button, they are responsible for the package 
and its contents in whatever condition it may be in. 


• It is in the best interest of the recipient to verify the contents of the package before 
receiving the package in Metrc. 


• There is not a "Reject Transfer" button, transfers are rejected by package. 


• Make sure you are in compliance with all of the applicable rules and regulations set forth 
by the State. 
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View a Manifest 
 
A manifest can be viewed by selecting the View Manifest Button. The view Manifest button is 
available in incoming, outgoing and rejected screens. You will need to select the manifest before 
you select the View Manifest Button. You can see all of the details of the manifest without having 
to view it by selecting the Crop Down Arrow Button next to the corresponding manifest number. 


 
 


 


 


 


 


 


 
 
 
 
 
 
 
Once you have highlighted the appropriate Manifest and selected the View Manifest Button, a 
new tab in your browser will launch and the manifest will open as a PDF file. You will need to 
allow popups from Metrc to view the manifest. 
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You can print or save the manifest from the view manifest selection by using your browser print 
and save buttons. Please remember you will need to print the manifest for the driver before he 
leaves the facility.
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Sales 
 
Sales in Metrc are reported by Package Tag ID. It is important to understand what a package 
means in Metrc. The package is a serialized unit. That means every package will need to be 
accounted for in terms of what happens to the contents. The package’s primary purpose is to 
enforce a secure chain of custody. The package is similar in concept to a “Lot”. For example, a 
package can be made up of many smaller sellable units. As each one of the smaller individual 
units is sold, the individual sale can be recorded or a summarized total for each package may be 
reported. The association of a serialized package to a sellable item might be a new concept to 
you and your system. For integrity during the chain of custody, it is necessary to track each 
uniquely and individually identified package all the way to its final selling event. 
 
To associate your sales to the packages in Metrc, you have three choices to report your sales. 
You can manually enter your sales into Metrc, you can create or export a CSV file and import that 
into Metrc, or you can work with your POS System to report via the API. All sales must be recorded 
in Metrc for all products specified by your state Typically this is all products containing marijuana, 
however your state may require other products to be recorded as well. Please see your State 
Supplemental for entering sales into Metrc. 
 
 


Remember: 
• Sales information is only captured when you have selected a store. 
• Recording of Sales in Metrc is for “reporting last event in chain of custody” 
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Testing 
 
Please see your State Supplemental and rules and regulations for testing within Metrc.
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Search Function 
The Metrc system contains a significant amount of data requiring robust search capability. Metrc 
has developed a search application that provides the ability to search in multiple ways with many 
variables and minimal data. The following instructions will show you several examples of how to 
use the search features. 
 
By selecting the header of a column in the table you are in, you can change the view from  
ascending to descending order or vice versa. Each column has the ability to change the view from 
ascending to descending by selecting the column. 
 
This filter feature allows you to search within each of the individual columns by variables that you 
indicate. Simply click on the 3 dots to the right of the column header and the search box will open. 
 


 
Once you have entered the information into the fields, select the "Filter" button to start the query. 
The "Clear" button is used to remove mistyped information or to remove information before a new 
search is started. You can use one search field to search or both to refine to a greater level of 
detail. 
 
The variable menus allow you to search by the following parameters: 


• "Is equal to" - If you know the exact name, number, or term you are looking for. 
• "Is not equal to" - If you want to capture multiple items excluding one or more pieces of 


data. For example, if you want to search for all business licenses except one facility you 
would type in the exact facility you do not want to see. 


• "Starts with" - This feature allows you to search by partial information. If you know the 
first few letters or numbers of what it is you are looking for. 







 


© 2019 Metrc LLC.  167  


• "Contains" - This feature allows you to search by partial information. If you know some 
portion of the name or number you are looking for. 


• "Does not contain" - If you want to capture multiple items excluding one or more pieces 
of data. You can exclude certain portions of names or numbers. 


• "Ends with". - This feature allows you to search by partial information. If you know the 
last few letters or numbers of what it is you are looking for. 


• "And / Or" - This allows you to add multiple variables to the search parameters to further 
refine your search. 


 
Example 1: A tag number using the upper search field: 


• If you know the exact tag number - Search with "Is equal to". 
• If you know the first 3 digits of the tag number - Searching by "Starts with". 
• If you know the last two digits of the tag number - Searching by "Ends with". 
• If you know it has a particular set of numbers - Search with "Contains". 
• The search functions do not allow for the use of wild cards. 


 
Example 2: A tag number using the “And / Or” option: 


• Each feature allows you to search single or multiple values. 
• If you know the first 3 digits of a tag number and the last 2 digits of the tag number, you 


would enter those into the first parameter and the second parameter choosing the "And" 
button. 


• If you wanted to see all transfers in a particular month you would put the month in the 
first parameter and the year in the second parameter while selecting the "And" button. 


 
Example 3: A phone number e-mail or Transfer: 
This search option is the same as search parameter one. This field allows you to search by: 
 


"Is equal to", "Is not equal to", "Start with", "Contains", "Does not contain" and "Ends 
with". 
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• Phone number - if you know the area code and the last 4 digits of the phone number - 


Searching by "starts with", "and", "is "equal to". 
• E-mail - if you know the company name - Searching by "contains". 
• Transfer Date - if you know what date transfers were initiated - Search with "is equal to". 


Please remember to always clear your search fields before beginning a new search and also to 
make sure you are in the correct field you are looking to search for information in.
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RFID 
Radio Frequency Identification (RFID) is a technology that utilizes a tag with a “silicon chip” 
often referred to as a “transponder” that enables the automatic remote reading, writing and 
identification of objects that have been “tagged” with the RFID transponders. RFID tags or 
transponders send out information to a reader or "interrogator." The RFID tag contains the silicon 
chip and an antenna enabling it to receive and respond to radio frequency queries from the RFID 
interrogator. The tags are small and can easily be attached to or incorporated into a product or 
device. Passive RFID transponders use the energy from the interrogator to power on the tag and 
send the return signal back to the interrogator that originated the query. Passive tags usually 
contain small amounts of information in the range of 96 to 512 bits of information. Active RFID 
tags use small batteries to assist them in responding to the queries of an interrogator. This allows 
them to carry significantly more data and send and receive that information over much larger 
areas as well. 
 
RFID tags are often seen as a replacement for barcodes with significant advantages over 
traditional bar-coding technologies. The data capacity of an RFID tag is large enough to allow 
each tag to have its own unique code. Current bar codes are limited to a single type code for all 
instances of a particular product. With an RFID tag a product can be individually tracked as it 
moves from location to location through a process, or through the supply chain. RFID tags can 
also segment certain areas of information. This allows a user to “lock” certain areas of information 
while rewriting other areas if they so choose. 
 


 
 
RFID Reader generates a radio signal and broadcasts via its connected antennas configured in 
an RF field. A tag passes through the RF field and receives the corresponding radio signal. Radio 
signal is received by tag’s onboard antenna. The tag’s chip is energized and releases its 
preprogrammed data. A portion of the radio signal is modulated and reflected back to the reader. 
The reader decodes reflected signal, passes data on to the data aggregation device and 
subsequently on to the host system. 
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Scanning 
 
RFID - Passive RFID offers a range from inches to several feet and does not require line of sight. 
This means that individual tags placed within a carton, packed in a box and stored on a pallet 
may be read. You do not have to open each box and present the individual item. The RFID chip 
can hold a large amount of data as well as monitor the movement of the tagged object — acquiring 
and delivering new information along the way like a traveling database.  
 
Greater storage capacity, combined with update flexibility, make smart labels ideal for applications 
such as product tracking through the supply chain, baggage tracking, or asset tracking. 
 
Simultaneous Scanning 
 
RFID - Standards have algorithms to support simultaneous reading of tags at one time. 
 
Reconciling 
 
Because RFID has the ability to read multiple tags at one time and each tag has its own unique 
ID, we can now reconcile to a much better degree of what is expected vs. what is actual. For 
example, if we have a stocking location with materials, it can associate all of the items that are at 
that location. When inventory is taken, we have an expected list of items and the ability to identify 
the exact pieces of material that are missing and then search for those unique ID’d materials. We 
can also see materials that are in the wrong location allowing us to relocate them to the right 
location. 
 
Harsh Environments 
 
Tags may be placed in extreme environments and perform to specification. They are very robust 
to handling, sensitive to environment, and generally degrade once used, stored or handled in a 
non-office environment. RFID smart labels can be read and written to through dirt, paint, and 
many nonmetallic objects. 
 
Dynamic Updates 
 
Tags may be written to and offer on board memory to retain information. This feature may be 
used to store a product calibration history, preventive maintenance, etc. Updates may be made 
within the blink of an eye and automatically without human intervention. Once a Bar Code is 
printed it remains frozen. The Code and the process of attaching the BC is not supportive of real 
time updates. It is a labor-intensive process to update any information on a BC once printed. 
 
Search 
 
An RFID scanner has the ability to show only the RFID tags that are being searched for. If a tag 
ID is entered into a hand-held device, the device will read all of the tags, but only notify the 
operator and display the tag ID that is being searched for only when it is read. 
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FAQ’s 
Question – Who is Metrc and why are they involved? 
Answer - Metrc was chosen by the State after researching the complexities associated with 
growing, harvesting and processing marijuana and marijuana products. The State determined it 
would be necessary to find an outside vendor capable of developing a program tailored to these 
specific regulatory needs. 
 
Question - What is Metrc? 
Answer - An enforcement tool developed to track and monitor marijuana inventory within the 
State’s regulated, closed loop Medical/Retail Marijuana regulatory scheme. Metrc (Marijuana 
Enforcement Tracking Reporting and Compliance) is a web-based application that State 
Licensees upload marijuana inventory data as required by regulation. 
 
Question - What are the requirements to access the Metrc software? 
Answer - Only State licensees (Owners of businesses that hold a State issued Medical or Retail 
Marijuana business license) will be provided access to the Metrc system. As Metrc is a web- 
based application, industry members may access the system via any device that allows them to 
sign-in to the secure Metrc web site via the internet. 
 
Question - What computer requirements are there for accessing Metrc? 
Answer - Metrc is a cloud-based solution and only requires internet access. Any PC, laptop or 
tablet device with internet access will work with Metrc. 
 
Question - What is the URL address to access the software? 
Answer - https:// __.metrc.com, your state abbreviation will go in the blank. 
 


Question - What is my user name? 
Answer - The user name required by your state, be it a badge, handler’s permit, your individual 
identification number, etc. 
 
Question - When I login it says, “I can no longer use this key.” 
Answer - This means the user is trying to login with their welcome email hyperlink. They need to 
open a new browser window. Type in the URL address:  . Then type in their user name and 
password they set up in their original email. Remember initial login credential emails are only 
good for 24 hours. 
 
Question - Do I need a bar code scanner, RFID device or other hardware? 
Answer - No, Metrc was developed specifically so no additional hardware (Bar-Code or RFID) 
would be needed to work or perform any functional tasks in Metrc. The only hardware needed to 
operate in Metrc is a mouse. Remember you  never have to enter the ID numbers in Metrc. The 
ID numbers are assigned by Metrc when tags are ordered and will show up in your database 
automatically. Changing phase, changing rooms and all of the other functions using the ID 
numbers can be done simply by using a mouse click while in the system. No printer is necessary. 
Plant and package tags come printed and encoded by Metrc prior to receipt by the licensee. It is 
not possible to enter a tag ID number into Metrc. 
 
 
Question – Does Metrc contain patient information? 
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Answer - There is no patient information contained in Metrc. The patient number is only stored 
as a reference to the number of plants a business is allowed to grow. These registry numbers and 
their associated physician recommended plant allowance is the number of plants each Center is 
allowed to cultivate. Please see your State's rules and regulations as to whether patients are 
required in Metrc. 
 
Question - How are RFID Tags Used with Metrc? 
Answer - There are two types of RFID tags that will be used to monitor marijuana inventory; the 
first is a plant tag that attaches to a security strap that can be used as a plant stake when the 
plant is in its early growth stage and then as a looped strap once the plant has reached a size 
that will support the tag; the other is a package tag that is affixed to a package of processed 
Marijuana or Marijuana product. However, each time a new RFID tag is used it contains 
information regarding all plants and/or products that are associated with the marijuana or product 
to which the new tag is attached. This allows the State to track marijuana back to the original plant 
should a health or safety concern arise. 
 
Question - Do Industry Members have to enter a 24-digit code into Metrc for every plant it grows 
and every package they generate? 
Answer - No, that is one of the benefits of having Metrc provide the tags; once a specific licensee 
orders RFID tags, those tags are specifically provisioned for that licensee and each tag’s 24-digit 
code is placed in the licensee Metrc account for both plant and package tags. Then a licensee 
can simply access their account and assign tags to plants or package – with a simple “point and 
click” the user can assign tags in mass or individually. 
 
Question - Do the RFID tags track the marijuana once someone has purchased it? 
Answer - No, State tracking ends at the point the marijuana or marijuana product is sold to a 
private citizen. Metrc does not track any sales information about who has purchased product. 
 
Question - What about when marijuana is transported from Cultivation to a Store or Product 
Manufacturer? 
Answer - Metrc tracks all marijuana from the point at which a plant is placed in a growth medium 
to the point it is entered into the inventory at a store. The system generates transportation 
manifests that detail each package being transported and all associated RFID tags.
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Metrc Support 
 
• Support Materials (available through the software (24x7x365) 


1.  This State Supplemental Guide 
2.  Metrc Manual/User Guide 
3.  CSV Uploads Guide 
4.  Metrc Reports Guide 


 
• Interactive Support Team 


1. Email - support@metrc.com 
2. Phone - 877-566-6506 


Monday - Friday: 8 am – 7 pm Mountain Time 
Saturdays: 8 am – 6 pm Mountain Time 
Sundays: Voicemail & Email Only 


 
• Training - sign up for training through the Metrc website (www.metrc.com) or by navigating to 


“Sign up for Training” under the Support Tab on the navigation bar in the software.  
 


To sign up from your Metrc account: 


1. Click on Support in the right-hand options on the navigation bar. 
2. Click on “Sign up for Training”. 
3. In the new window, click on the date you’d like to attend a specific training and 


fill out the registration information. 
 


To sign up from www.metrc.com: 


1. Click on “Customers” on the navigation bar and select your state. 
2. Click on the green “Training Sign Up” button. 
3. Click on the date you’d like to attend a specific training and fill out the 


registration information. 
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Acronyms & Glossary 
 
• Adjustment - A reported change in the quantity of packaged inventory, requiring a reason, 


such as water loss. 


• Buds - The harvested flower part of the plant. 


• Business Licensee - A business licensed by the State to grow, process, and/or sell medical 
marijuana. A business licensee may conduct business with other business licensees, with 
vendors, and/or with patients. 


• Concentrate - An amount of marijuana, in concentrated form, processed on a given date and 
having a specified weight. This marijuana inventory may be sold or transferred by weight or 
processed by weight into a Processor. Prior to transfer, bulk concentrate inventory must be 
packaged into one or more containers, each having a unique RFID tag. 


• Dry Trim - The process or act of trimming harvested plants where the buds are trimmed after 
the plants have dried. 


• Employee - An individual who works for a Business Licensee. 


• Flowering - Flowering is the gametophytic or reproductive state of Cannabis in which the plant 
is in a designated flowering space that is a limited access area monitored by one or more 
surveillance cameras within a grow facility with a light cycle intended to produce flowers, 
trichomes and cannabinoids characteristic of medical marijuana. The flowering space shall be 
clearly identified by signage designated by the MED and all marijuana shall be accounted for 
as inventory. Flowering plants may only be possessed within a limited access area of a 
licensed grow facility. 


• Harvest - The process or act of cutting down a plant and obtaining the wet weight of the plant 
before initiating the wet or dry trim process. The harvest process is performed only on plants 
from the flowering phase. Any number of plants of the same strain may be harvested at the 
same time in a harvest batch. 


• Harvest Batch - A collection of harvested plants of the same strain which were cut at the same 
time. There may be multiple harvest batches for the same strain on the same day. 


• Hash - Marijuana in a concentrated form, processed on a given date, measured by weight. 
Hash may be packaged and sold. 


• Immature Plant Batch - This is a batch of identical immature plants logged into Metrc as a 
group prior to being moved into the vegetative phase. 


• Infused Product - An amount of an infused or non-smokable product, processed on a given 
date. This inventory will usually be sold by quantity. Prior to transfer, bulk infused inventory 
must be packaged into one or more containers, each having a unique RFID tag. 


• Kief - Refers to the resin glands (or trichomes) of cannabis which may accumulate in 
containers or be sifted from loose dry cannabis flower with a mesh screen or sieve. 
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• Licensee - Any Person licensed or registered pursuant to the State Code. 


• Live Plant - A marijuana plant that has not yet been harvested and is in one of the following 
phases: Immature, Vegetative, or Flowering. 


• Metrc Trained Administrator - An Owner or an occupationally licensed employee of a Medical 
Marijuana Business who has attended and successfully completed Metrc training and who 
has completed any additional training required by the Division. 


• Metrc User - An Owner or an occupationally licensed Marijuana Business employee who is 
granted Metrc User account access for the purposes of conducting inventory tracking 
functions in the Metrc system, who has been successfully trained by Metrc Trained 
Administrator(s) in the proper and lawful use Metrc, and who has completed any additional 
training required by the Division. 


• Patient - An individual who is registered with the State entity and has been recommended 
medical marijuana by a licensed physician, and who has obtained, or is in the process of, 
obtaining a Patient Card. 


• Package - An amount of marijuana that may be sold, processed or transferred and must be 
placed into one or more containers, each having a unique RFID tag. 


• Production Batch - This is a group of packages created from a production run of infused 
product. 


• Radio Frequency Identification (RFID) - a wireless automatic data capture technology. RFID 
systems are made up of three components an RFID tag, an antenna and a reading device. 
An RFID tag contains a silicon chip and that enables it to receive and respond to radio 
frequency queries from an RFID reading device. RFID tags use the energy from the reader 
device to power on the tag and send the return signal back to the reading device. Tags usually 
contain small amounts of information, generally 96 to 512 bits of information. RFID tags can 
read from short distances of a few inches to longer ranges like 15 feet. 


• Shake - The harvested parts of the plant that are not waste. 


• Strain - A specific genus grouping of marijuana plants. Strains may be specific to each 
business. 


• Transfer - A transaction in which the custody of the inventory changes to a different Business 
Licensee, but the ownership of the inventory does not. 


• Transportation Manifest - A document containing the details of medical marijuana package(s) 
transferred between licensed businesses. A digital copy of the manifest will be stored in Metrc. 


• Vegetative - Vegetation is the sporophytic state of the Cannabis plant which is a form of 
asexual reproduction in plants during which plants do not produce resin or flowers and are 
bulking up to a desired production size for flowering in a designated limited access area 
monitored by one or more surveillance cameras as provided by rule. The vegetation space 
shall be clearly identified by signage designated by the MED and all marijuana located in the 
vegetation space within a limited access area of a grow facility shall be accounted for as 
inventory. Vegetation may only occur within a limited access area upon the licensed premises 
of a grow facility. Each vegging plant will be assigned an RFID tag logged into Metrc 
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• Vegging - A marijuana plant in the vegetative phase not yet flowering. 


• Waste – Any unusable material per-harvest, during harvest, or post-harvest, that is going to 
be discarded or composted. 


• Wet Trim - The process or act of processing harvested plants where the buds are trimmed 
before the plants have dried. 


• Wholesale Transfer - A transaction in which both the custody and the ownership of the 
inventory changes to a different business licensee. 
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Department of Commerce, Community,  
and Economic Development 


 
ALCOHOL AND MARIJUANA CONTROL OFFICE 


550 West 7th Avenue, Suite 1600 
Anchorage, AK 99501 


Main: 907.269.0350 
 
 


MEMORANDUM 


TO: Marijuana Control Board  DATE:  November 13, 2019 


FROM: Erika McConnell, Director 
 


RE:  Metrc Issues and Information 


 
 
All Metrc bulletins issued since mid-2018 are attached. I was told by Metrc that bulletins 1-3 were 
prior to the tenure of the current state coordinator. Some bulletin numbers were never used. 
 
Bulletin #4 – New Features (6/9/18) 
Bulletin #5 – Training Announcement (April/May 2018?) 
Bulletin #6 – Strains, Items, Plant Phasing & Tagging, Waste (8/3/18) 
Bulletin #7 – Workshop Announcement (7/13/18) 
Bulletin #8 – New Features, Updates (7/27/18) 
Bulletin #10 – Workshop Announcement (9/7/18) 
Bulletin #11 – New Features Release (9/10/18) 
Bulletin #12 – Trade Shows, Voiding Transfers (9/18/18) 
Bulletin #14 – New Item Categories (1/2/19) 
Bulletin #15 – New Features – Waste Types (1/15/19) 
Bulletin #17 – New Features Release (2/7/19) 
Bulletin #18 – Additives, Layovers, IHQC, Trade Samples, Trade Shows (4/26/19) 
Bulletin #19 – Remove ability to edit strain/item names (4/19/19) 
Bulletin #21 – Release Memo – New Features (8/23/19) 
Bulletin #22 – In-Person Training Workshops (8/30/19) 
Bulletin #23 – Release Memo – New Features (9/23/19) 
 
In addition, the Metrc Industry Generic User Guide is attached, as well as the Metrc Alaska 
Supplemental Guide. 
 
I have asked Metrc for a list of known changes planned and the potential release dates, but have not 
yet received the information. We have discussed with Metrc how to clarify bulletins that are 
requirements from the state as different from bulletins that describe optional new features and 
enhancements.  





