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Welcome to Data Dimensions, your sales
reporting solution. We are pleased to be
partnering with industry leading manufacturers
to offer a simplified online sales reporting tool to
assist you with your reporting needs. 

Login: Enter your username and password in the
designated fields. If they have forgotten login
information call our customer support team at 1-
800-901-0012. Or email us at
sales@yourdatadimensions.com. If you don't
remember your password click on Forgot your
password?

We provide data collection services for seven
leading manufacturers. Click on manufacturer’s
logo to connect to company’s website. 

Hello
there!
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Home

Verify login User Name & Location

Video Introduction to instructional
videos on how to use the Data
Dimensions website. 

Transaction Statistics Box displays
current season totals of posted,
suspended, rejected & pending
transactions. Click on the
transaction type to view all
transaction history. 

Core Functions boxes Enter
Transactions, Submit A File,
Update Customer List, Maintain
Product List and Generate Reports
explains each feature. Click box to
access or select option from menu
on left.

Manufacturer specific links for
additional reporting option or
program information access link
from the menu on the left side of
the screen.

The Home Page is designed to highlight the Core Functions. You can click the desired
box or access a specific action from the left side Menu Bar.
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Transactions 
This screen displays your account statistics for the current season. Or use the drop
down to select previous two seasons. To view detail, simply click on the option you
would like to view: Posted, Suspended, Rejected or Pending transactions
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Posted Transactions 

Market Year (defaults to current season) -
Use the drop down to select the market
year you wish to view . 

Manufacturer - To narrow down the search
use the Manufacturer drop down to select
the company you would like to view.
Search Box Begin smart search by typing
any information (product, customer,
address, etc.) used in the transaction to
view results

 Icons - Place cursor over icons next to
search box to view icon functions (Apply
Search, Reset Criteria & Export to Excel )

Data appears displaying transaction
details submitted Magnifying Glass Click 

Magnifying Glass - To view transaction
detail: Posted Transaction View

After clicking on the Magnifying Glass and
viewing your transaction, the record
recently viewed will be highlighted in
orange.

View the list of transactions that have been posted to your account and are available for
pick-up by the manufacturer. Click on “Posted” to view all posted transactions. You have
the option to narrow search by various criteria.
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Suspended Transactions

Market Year (defaults to current season) -
Use the drop down to select the market
year which you wish to view.

Manufacturer - To narrow down the search
use the Manufacturer dropdown to select
the company you would like to view.

Suspended Reason - Use drop down to
filter on suspended reason instead of
display all

Search Box - Begin smart search by typing
any information (product, customer,
address, etc.) used in the transaction to
view results

Icons - Place cursor over icons next to
search box to view icon functions (Apply
Search, Reset Criteria & Export to Excel)

Data appears displaying Transaction
details submitted & Suspended Reason

Open Click on pencil icon to view
transaction detail: Suspended Transaction
Edit screen.

Delete Click on X icon to delete
transaction.

View transactions that have been put on hold due to verification or accuracy issues.
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Suspended Transactions Edit

Suspended Reasons - Explains why
transactions are suspended

Red exclamation - This line item requires
additional verification or correction in order
to post.  Click on section header or icon
below to view details and make correction.
Once updates are made click Save
Transaction.  If the transaction was
suspended because a duplicate was
detected, check the Override Duplicate
Exception box to allow transactions to
post.

Check mark - This line item does not need
verification or correction.  However, you
have the option to update invoice info or
change product or quantity by clicking on
the check mark or corresponding header.

Transaction information line - This item
provides additional information but no
action required.

After editing or viewing the suspended
transaction, the record recently viewed will
be highlighted in orange.

Correct or update suspended transactions.
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Rejected Transactions

Market Year (defaults to current season) -
Use the dropdown to select which market
year you wish to view.

Manufacturer - To narrow down the search,
use the Manufacturer dropdown to select
the company you would like to view.

Rejected Reason - Use dropdown to filter
on rejected reason instead of displaying
all.

Search Box - Begin smart search by typing
any information (product, customer,
address, etc.) used in the transaction to
view results.

Icons - Place cursor over icons next to
search box to view icon functions (Apply
Search, Reset Criteria & Export to Excel)

Magnifying Glass - Click Magnifying Glass
to view transaction detail: Rejected
Transaction view

Rejected transactions are transactions that are no longer valid.  Transactions deleted
from suspended are moved to rejected automatically as “Rejected User Delete” No
further action is needed for Rejected transactions.  However, if the transaction is
rejected for demographics, a valid address is needed for the grower before it can be
reprocessed.
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Rejected Transaction Edit

Users are only able to correct transactions
that are rejected for demographics issues.
Once a valid address is added for the
grower, the transaction will reprocess.

If the wrong customer was originally
selected, there is an option to Change
Customer.  This will allow you to search
and add a different customer.

After the Customer Details have been
updated or changed, click on Save
Transaction.  The transaction will
automatically reprocess.

Click on Go back to Rejected Transactions
to return to the Rejected screen.

After editing or viewing rejected
transactions, the record recently viewed
will be highlighted in orange.

On this page, users can correct transactions that were rejected for demographics
issues.
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Enter Transactions

Invoice Details - Begin smart search by
typing any criteria (name, address, city,
state, etc.) related to the customer.
Results prepopulate based on your
customer list.  Click desired customer.

New customer?  Add new customer here -
Use this link to add a customer if you do
not see your customer in the Customer
results.

After clicking Add Customer, a pop-up
window appears.  Begin smart search by
typing any information related to the
customer you’re seeking.

You are now searching the Data
Dimensions database and the more criteria
entered, the better the results.  If customer
not listed, manually add a new customer (
See Add Customer page)

Invoice No. - Enter your invoice number.

Invoice Date - Enter invoice date or click
on the calendar icon to select your date.

Clear After Adding?  - This box is pre-
checked and will clear your current grower,
invoice number, and invoice date upon
clicking Save Transaction. If you want to
maintain this customer, the invoice
number, and the invoice date, uncheck this
box.

Use this screen for manual web entry.  Highlighted yellow fields are required fields.
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Enter Transactions Continued

Product Details - Begin smart search by
typing the product name or code in the
Product field.  Products matching the
search criteria will begin to display.  Select
your preferred product.  If you do not see
your product in the results, click Can’t find
product? Search product list here.  A pop-
up window appears allowing you to search
the Data Dimensions database.

Quantity - Enter quantity reporting

UOM - Unit of measure auto populates with
an icon and abbreviation based on the
product selected.

Override Duplicate Pending Transaction -
If you know up front you are entering a
duplicate, check this box so the
transaction does not suspend for Duplicate
Transaction or Split invoice.

After all the orange highlighted required
fields have been entered, click Save
Transaction or Cancel if you wish to delete
the entry.

Pending Transactions - All saved
transactions are moved to pending.  This is
a holding area to review transactions prior
to submitting.  You must click Submit
Transactions to process entries.
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Edit - Click on pencil icon and transaction will
display under Enter Transactions. Make updates
and save transaction again. Update will appear
under Pending.

Delete - You can remove transaction by clicking
on the X.  When pop-up window appears, Click
delete. 



Add Customer under Enter
Transaction

Add Customer pop-up window appears.
Begin smart search by typing any
information related to your grower.  You
are now searching the Data Dimensions
database.

Results begin to display.  If the customer
name appears, click on the “+” button to
the right of the customer to add.

The customer name will automatically
populate under Enter Transactions taking
you back to the entry screen to continue
entering transactions.

If the customer name does not appear,
click on Manually add a New customer,
complete all fields highlighted in orange
(required) and click Save.  The customer
name will automatically populate under
Enter Transactions where you can continue
entering transactions.
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Search Product List under
Enter Transaction

This screen allows you to search
reportable products in the Data
Dimensions database.  There are two ways
to search the product list:

Search Box - Begin smart search by typing
the product name or code in the Product
field.  The more criteria entered, the better
the results.

Filter - The product search can be filtered
by Manufacturer, Product Groups, and/or
Product Families.  All filters not required
for search.  Using filters assists with
narrowing search results.

Once results display, select your preferred
product by clicking on the + under Select.
The product info will populate under
Product Details on the Enter Transactions
screen allowing you to continue with the
transaction.
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Upload Transactions/Submit a
File

Need to create an Excel File?

Below are the minimum required data
points needed to upload a file:

Selling Location Account Number*
Invoice Date
Grower Account Number
Farm or Business Name
Grower First Name
Grower Last Name
Grower Address
Grower City
Grower State
Grower Zip
Product ID
Product Name/Description
Product Quantity
Unit of Measure
Invoice Number

*The Selling Location Account Number is
the number used to login to Data
Dimensions.

Download and save one of our four
templates.  Then, go back and fill in the
required data points needed to process a
file.
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Use Data Dimensions standard templates or upload a custom Excel file from your
system.  Data Dimensions can process an Excel file created from your business system
and “remember” your file layout for future reporting.



Transaction File Upload

Once you have completed your Excel file
and are ready to submit, click on the Begin
the File Upload Wizard to upload your file.

This screen provides the point of entry for
all file uploads, both custom and standard
template.

Under Transaction File Upload, click the
Browse button to locate your file (where
you have it saved).

The saved file name will appear (verify you
have the correct file).  Then, click the
Upload button.

You may also choose to Exit File Upload or
Go back to choose a different file by
clicking on these links in the upper right
hand corner.
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Custom Excel File Upload

When submitting a Custom Excel File, the
system will auto detect your headings are
custom and prompt user to proceed to File
Mapping.

Tell us about your file
Most Excel files will have column headers
that indicate what data is populated in
those columns.  Also, most headers begin
on Row 1.  If your headers are located in
Row 1, keep the preselected options.  If
not, make changes to file mapping to
reflect uploaded file headers.  When done,
click on Proceed to Map File.

Map your Uploaded Column names to the
Data Dimensions Processing Columns by
clicking on each dropdown under Uploaded
Columns.  The name of your column
headers (Uploaded Columns) can be
different from the ones listed in this guide.
Just as long as the minimum required data
points (Processing Columns) are included
in the file, you can label them however you
like.

Once File Mapping has been completed,
click Preview Mapping.
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Preview Upload File

Data Dimensions Excel templates
uploaded will proceed directly to Preview
bypassing mapping.

If Custom file layout was previously
uploaded, our system will remember your
mapping and proceed directly to Preview.

If mapping is correct, click on Proceed to
Validation.  If the mapping is not correct,
you can go back to remap the file until all
the data are in the right columns.
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Review file mappings



File Validation

If all appears correct after previewing
mapping, click Proceed to Validation to
validate data.  If the file is error free, it will
process.  The confirmation page will
display with details of total transactions
advising that “Your file has passed
validation.”

Transactions are processed in real time.
Please check back to confirm no
transactions were Suspended or Rejected.

If any corrections were made on the
Validation page, you can download a copy
of the corrected file from our system for
your records.

If your file does not pass validation, you
will receive a message warning that your
file has errors.  You must correct the errors
for the file to pass validation.  Errors are
highlighted in orange.  Place your cursor
over the highlighted area to view the error.

Corrections can be made directly on this
screen.  There is also the ability to lookup
product information.
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File Validation (Cross-
Reference Option)

If file does not pass validation, you will
receive a message asking to Re-Validate.
Errors are highlighted in orange.  Place
cursor over highlighted area to see error
description.  If your product isn’t valid, click
on Product Lookup link located under the
invalid product.

Product Lookup will allow you to search
product lists and/or enter Retailer SKU.
This feature allows you to match your
company specific product codes to the
required manufacturer product codes.  If
your product ID numbers aren’t recognized,
you have the option to set up the cross
reference.
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Manage Customer List

Search Box - For smart search, begin
typing any criteria (name, address, city,
state, etc.) related to the customer.  List
will prepopulate based on info in your
customer list.

If the customer name does not appear,
click Add a new customer here.

Icons - Place cursor over icons next to
search box to view icon functions (Apply
Search, Reset Criteria, and Export to Excel)

List displays customer name,
demographics, and option to edit or delete

Edit Customer - Click on pencil icon to
open customer record and view data.
Update customer’s info you wish to change
then save.

Remove - You can remove a customer by
clicking on the X under Remove.  When
pop-up window appears, confirm then
save.  Transaction will not be deleted.

If a customer has been removed, you must
reinstate them for them to appear again.
Check the box Show customers removed
from Customer List.  View and/or reinstate
customers on the removed list.

Click the heading on any column to sort
ascending.  Click the heading a second
time to sort descending.
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Displays the customers submitted by the retailer.  Customers are automatically added
to list when valid transactions are submitted.  Users may also search and add new
customers



Add Grower to Customer List

Icons - Search and Reset Criteria

Search Box - Begin smart search by typing
any information used (customer, address,
etc.) to view results.  You are now
searching the Data Dimensions database
of growers.

Results begin to display.  List displays
customer name and demographics.  If you
see the grower you wish to add to your list,
click the + icon under add.

Don’t see your grower?  Manually add them
to your customer list - Scroll down and click
this link if you do not see the grower you
wish to add to your list.  In the Add
Customer window, highlighted yellow fields
are required fields.
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View Product List

Using filters can assist with narrowing
down your results.  You can filter by the
following criteria:

Manufacturer
Product Group
Product Family

Search Box - Begin smart search by typing
any information used to identify the
product (name, product code, etc.) to view
results.

Searching for products can be a
combination of using filters and Search
Box, or you may utilize the Search
Box/Smart Search only.

Icons - Search, Reset Criteria, Export to
Excel

Show only Products with a Retailer SKU -
This box by default is unchecked.  Check
this box to only see products with an
associated retailer SKU.  Creating this
cross reference also allows you to submit
a file using proprietary SKUs or the
manufacturer product code.

Retailer SKU - Displays your proprietary
code

Open - Click on the pencil icon to open
product record and view detail.  Here,
retailers with proprietary product numbers
can match their company specific codes to
the required manufacturer codes.

AGDATA  |   RETAILER USER GUIDE 

Retailer Data Submission

Manage product list.  Features include search and add products to the list and edit by
adding Retailer SKU (retailer’s proprietary product number)



Product Summary

Market Year (defaults to current season) -
Use the dropdown to select the market
year which you wish to view

Comparison Market Year (defaults to
current season) - Use the dropdown to
select the market year which you wish to
compare

Manufacturer - To narrow down the search,
use the Manufacturer drop down to select
the company you would like to view.

Search Box/Smart Search - Begin typing
any criteria used (ex. product, customer,
address, etc.) in the transaction.

Searching for products can be a
combination of using filters and Search
Box, or you my utilize the Search
Box/Smart Search only.

Icons - Place cursor over icons next to
search box to view icon functions
(Generate Report, Reset Criteria, and
Export to Excel)

Data displays Manufacturer, Product
Name, UOM, and Comparison Market
Years
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Use this screen to compare the amount of total products sold to your customer by year.
Select a Market Year and then a Comparison Year from the two dropdowns.



Customer Product Summary

Market Year (defaults to current season) -
Use the dropdown to select the market
year you wish to view.

Comparison Market Year (defaults to
current season) - Use the dropdown to
select market year which you wish to
compare.

Manufacturer - To narrow down the search,
use the Manufacturer dropdown to select
the company you would like to view.

Customer or Product Search Box/Smart
Search - Begin typing any criteria used (ex.
product, customer, address, etc.) in the
transaction.

Icons - Place cursor over icons next to
search box to view icon functions
(Generate Report, Reset Criteria, and
Export to Excel)

Data displays Customer Account Number,
Customer Name, Address, City/State,
Manufacturer, Product Name, Product
Code, UOM, and Comparison Market Years

Sort Feature - Click the heading on any
column to sort ascending.  Click the
heading a second time to sort descending.
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Use this screen to compare the amount of total products sold to each of your
customers by year.



Posted Transaction Summary

As Current Retailer (default) - View this
location’s posted data

As Sender - If reporting for multiple
locations under one account, you can view
by sender.  There is a dropdown option to
view all reported locations or each
individual location.

Market Year (defaults to current season) or
Invoice Date - Use the dropdown to select
the market year you wish to view or click
on the calendar icon to select your dates.

Customer or Product Search Box/Smart
Search - Begin typing any criteria used (ex.
product, customer, address, etc.) in the
transaction

Manufacturer - To narrow down the search,
use the Manufacturer drop down to select
the company you would like to view.

Icons - Place cursor over icons next to
search box to view icon functions
(Generate Report, Reset Criteria, and
Export to Excel)

Data displays Retailer EBID, Customer
Account, Customer Name, Location,
Invoice Number, Invoice Date,
Manufacturer, Product Name, Product
Code, UOM, and Quantity

Magnifying Glass - Click Magnifying Glass
to view transaction detail
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Gives a sum of all products reported



Posted Transaction Detail

As Current Retailer (default) - View this
location’s posted data.

As Sender - If reporting for multiple
locations under one account, you can view
by sender.  Option to view all reported
locations or each individual location.

Market Year (defaults to current season) or
Invoice Date - Use the dropdown to select
market year which you wish to view or click
on the calendar icon to select your dates.

Customer or Product Search Box/Smart
Search - Begin typing any criteria used (ex.
product, customer, address, etc.) in the
transaction.

Manufacturer - To narrow down search,
use the Manufacturer dropdown to select
the company you would like to view.

Icons - Place cursor over icons next to
search box to view icon functions
(Generate Report, Reset Criteria, and
Export to Excel).

Data displays Retailer EBID, Customer
Account, Customer Name, Location,
Invoice Number, Invoice Date,
Manufacturer, Product Name, Product
Code, UOM, and Quantity

Magnifying Glass - Click Magnifying Glass
to view transaction detail
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Gives the user a complete view of their posted data.



Preferences

You may change or update information by
clicking on the Preferences link in the
upper right hand corner.  This option is
available on ever screen.

From this screen, users are able to update
the following:

Email
Job Title
First Name
Last Name
Office Phone
Mobile Phone
Fax
Password
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