
89 Main Street Montpelier, VT 05602 | ccb.Vermont.gov

INVENTORY TRACKING REPORTING GUIDANCE - Cultivation
April 2023 

JAMES PEPPER, CHAIR
JULIE HULBURD, COMMISSIONER
KYLE HARRIS, COMMISSIONER

BRYNN HARE, EXECUTIVE DIRECTOR



Outline 
Getting Started 
What is a Harvest Lot?
Creating a New Harvest Lot
Changes in an Existing Harvest Lot 
What is a Process Lot?
Changes in an existing Process Lot
Creating a New Process Lot
Update to Inputs 
Other



Log in to the licensing portal available on the Adult-Use 
Forms and Applications page.
1. Click on the Inventory Tracking Reporting tab on the 

left-hand side panel.
2. Select 'Apply' under Cultivator Inventory Tracking 

Reporting. 

Getting Started 

https://ccb.vermont.gov/forms
https://ccb.vermont.gov/forms


CLTV0000

CLTV0000

CLTV0000

CLTV0000

Type and select the cultivation license number in 
the search field.

Once selected, the 
license details will 
populate on screen

Click “Next”



Cultivation Reporting Options 

The choice selected above (“Yes” or “No”) 
will determine subsequent options. 

Licensees can either create a new Harvest Lot or 
update existing information. 

Select “Yes” to make changes to an existing 
Harvest or Process Lot, update Inputs, or to 
create a new Process Lot.

Select “No” to create a new Harvest Lot.



Wha t is  a  Ha rve s t Lot? 

Note on creating or updating Harvest Lots in 
Inventory Tracking:
A Harvest Lot is created when:

• New plants are planted 
A Harvest Lot is updated when:
• Plants have been trimmed during the growing cycle
• Waste has been collected during the growing cycle
• Plants are being cut down for processing 

⚬ Capturing wet weight
• Other changes are made that would impact your data

Harvest Lots 
Harvest Lot means cannabis grown in the same manner. To meet the criteria for a single harvest lot, the given lot of cannabis would need to be on 
the same flowering, fertilizer, and pesticide application schedule. A single harvest lot may contain one or multiple cultivars of cannabis. 

Each harvest lot will need to be tested for pesticides and pathogens. 

Growers decide individually how many harvest lots they need to have. This will vary depending on what works best for a grower’s individual 
business practice. 

Harvest lot number will be your license number and a sequential number.
Ex. Harvest lot number = CLTV1234-001 



Creating a New Harvest Lot

Important Things to Consider 

Are You Reporting on an Existing Harvest Lot? 
Select “No”

Click 'New Harvest Lot' 

Select the Reporting Period
Select the start and end dates for the two-
week reporting period from the calendar.  

• All licensees must complete inventory tracking every two weeks, regardless of whether there was a change in 
inventory.

• If inventory has not changed, and this reporting will be the same as previously reported, you will need your 
Inventory Tracking Reporting ID –the system will provide this to you at the end of the report.

• If a licensee misses an inventory reporting period, they must go back and submit historical data for those missing 
weeks. 

Re porting  is  re quire d  e ve ry 
two we e ks .

You will re ce ive  a n e ma il 
from the  sys te m the  da y 

be fore  your re port is  due , a s  
we ll a s  two da ys  a fte r a  

re port wa s  e xpe cte d .  



A Harvest Lot number of 
your selection must be 
entered each time a 
Harvest Lot is created. 

Your Harvest Lot 
number will be your 
license number, plus a 
sequential number 
(ex: CLTV1234-001).

Harvest lot numbers 
cannot be re-used, and 
must be unique to each 
lot. Attempts to re-use 
lot numbers will result in 
an error message.

Creating a New Harvest Lot

If you do not have weights to 
enter initially when creating a new 
Harvest Lot, they may be entered 

later later by selecting 'Changes 
to Harvest Lot’ on the initial 

Harvest Lot reporting screen.



Creating a New Harvest Lot - Input Information

Use this screen to enter 
informa tion a bout 
pesticides, fertilizers, a nd 
bio-stimula nts. 

If no inputs a re  used 
initia lly, this informa tion 
ca n be upda ted la ter using 
the 'Upda te  to Inputs’ 
option on the initia l 
reporting screen.



Creating a New Harvest Lot - Process Lot Information

These fields may be left 
blank initially if there is no 
material to report. 

Process Lot information 
may be updated later 
through 'Changes in 
Process Lot' in Cultivation 
Inventory Tracking. 

The Harvest Lot Number will 
a utoma tica lly popula te  

here

If the re is no ma te ria l to re port, you ma y put a ze ro he re for
the firs t Proce ss Lot a ssocia te d with the Ha rve s t Lot.

A Process Lot will automatically be created when a Harvest Lot is created.



Creating a New Harvest Lot 
Lab Information

Provide details for laboratory testing 
here. Type the name of the licensed 
cannabis testing lab used,

Upload certificates of analyses for 
potency, pathogens, heavy metals, 
and pesticide residue to the 
relevant fields.



Creating a New Harvest Lot - Additional Information

This page allows cultivators to 
report the loss of any product, as 
well as well as the transfer or 
acquisition of products between 
licensees.

All fields are required.

Selecting 'Yes’ on any of these 
fields will create a new section 
within inventory tracking, allowing 
licensees to report details on the 
loss of product, or product 
transfer / acquisition.



Update an Existing Harvest Lot

Important Things to Consider 

Are You Reporting on an Existing Harvest Lot? 
Select “Yes”

Click “Changes in Harvest Lot”

Select the Reporting Period
Select the start and end dates for the two-
week reporting period from the calendar.  

• All licensees must complete inventory tracking every two weeks, regardless of whether there was a change in 
inventory.

• If inventory has not changed, and this reporting will be the same as previously reported, you will need your 
Inventory Tracking Reporting ID –the system will provide this to you at the end of the report.

• If a licensee misses an inventory reporting period, they must go back and submit historical data for those missing 
weeks. 



• Use the Inventory Tracking ID to recall information for previous Harvest Lots. 
Inventory Tracking IDs are created for individual reports once they are 
finished.
o More information on referencing Inventory Tracking IDs may be found on 

page 34 of this document. 
• When an individual Harvest Lot is selected for updates, all previously entered 

information should auto-populate into the inventory tracking form to provide 
context for any needed updates. 

• Only update fields where there have been changes from the previously 
entered information for the Harvest Lot. You may not need to update all fields 
when making changes.
⚬ In most cases, the planting date, growing style, whether the plants are 

auto-flower or photoperiod, what they were grown from, and the source of 
seed fields will not need to be changed.

• The Plant Count field should reflect the current number of plants at the time 
of reporting. 

• Enter all weights with ONLY the amount captured in the two-week cycle.

Update an Existing Harvest Lot - Important Things to Consider, Continued

Making changes in an existing Harvest 
Lot can be done if something was 
entered in error when the Harvest Lot 
was created.

Changes might also be necessary if 
there is harvest activity that needs to 
be reported – such as like capturing 
wet weight, waste weight, or updating 
the number of plants in the harvest.

Only enter information that occurred in 
the two-week reporting cycle when 

capturing weights. 



Update an Existing Harvest Lot

To find Inventory Tracking IDs, and 

the records linked to them, 

navigate to 'My Inventory Tracking 

Reports' on the side panel of the 

licensing portal. 

Licensees will need the Inventory 

Tracking ID associated with the 

Harvest Lot in order to make 

changes.

Recent searched records will 

populate in the dropdown list. Type 

the Inventory Tracking ID into the 

search box if the desired record 

does not automatically appear.

( S E E  P A G E  3 4  F O R  M O R E  
I N F O R M A T I O N )

Select the Inventory Tracking ID for the 
desired Harvest Lot.

Click “Save & Next”



Update an Existing 
Harvest Lot

Previously entered information for the 
selected Harvest Lot will automatically 
populate into the form to provide 
context for making edits to the 
selected Harvest Lot. 

Licensees are only required to update 
information for new activities that 
occurred within the specified two-
week time frame of the report.



Update an Existing Harvest Lot - Plant Count in Harvest Lot

The initial or previously recorded plant count will appear initially. If you need to adjust the 
number of plants in the Harvest Lot, record the current Plant Count at the time of your two-

week reporting. See the example below. 

Re porting  Cycle  1

140
Plant Count in Harvest Lot

(-2  plants)

Re porting  Cycle  2

138
Pla nt Count in Ha rvest Lot

Initia l Pla nt 
Count



Update an Existing Harvest Lot 
Updating Weight Information

Initial previously recorded weights will populate.

When updating the weight information for a 
Harvest Lot, DO NOT submit cumulative values.

Remove the initial value previously entered onto 
the form - ONLY submit the weight captured 
during the two-week reporting cycle. 

The CCB system will store all previously recorded 
values. Failure to result in reporting this way may 
cause inflated or duplicate values. 

Initial or 
Previously 

Reported Total

REMOVE THEM!

Input ONLY new 
values 

1,000100

200



H A RVES T  LOT  N UM B ER

TR IM  W EIGH T F LOW ER  W EIGH T  

Update an Existing Harvest Lot - Definitions 

P L A N T  C O UN T

WA S TE  W EIGH T

GROW IN G S T Y L E

DATE  H A RVES T  WA S  C O M P L ETED  

W ET  W EIGH T

T HE  N U M B E R  O F  P LAN T S  I N  G RO U N D  AS  O F  R E P O RT I N G  DAT E

I D E N T I F I E R  O F  HARVE ST.  SE LE C T  A  N U M E R I C AL  VALU E

ALL  P LAN T S  HAVE  B E E N  C U T  AN D  AR E  R E ADY  FO R  P RO C E SS I N G  

GROW N  F RO M

AUTO F LOW ER  O R  P H OTO P ER IO D

S O URC E O F  S EED

DATE  O F  P L A N TIN G

T HE  DAT E  ALL  P LAN T S  W E R E  START E D / I N I T I AT E D  G ROW I N G

AN Y  PART  O F  T HE  P LAN T  T HAT  I S  D I SC AR D E D .  U N U SAB LE  C AN N AB I S  
P RO D U C T  G O I N G  FO R  D I ST RU C T I O N  

F I N AL  W E I G HT  O F  P LAN T S  AT  T I M E  O F  HARVE ST  

D RY  C AN N AB I S  P RO D U C T  - D E ST I N E D  FO R  E X T R AC T I O N D R I E D  C AN N AB I S  P RO D U C T  

SE LE C T  T HE  G ROW I N G  M E T HO D  U SE D  ( HY D RO P O N I C ,  I N - G RO U N D ,  
E TC . )  

AU TO F LOW E R I N G  C A NNA B I S  AU TO M AT I C A L LY  SW I TC HE S  F RO M  VE G E TAT I VE  
G ROW T H TO  T HE  F LOW E R I NG  STAG E  B A S E D  O N AG E  R AT HE R  T HA N L I G HT.

SE LE C T  T HE  T Y P E  O F  START I N G  M AT E R I AL  FO R  T HE  HARVE ST  
( C LO N E S ,  SE E D S,  T I SSU E ,  E TC . )

SELEC T  HOW  T HE  SEED S W ER E  O B TA I N ED  ( P RO D U C ED  O N SI T E ,  
D I ST R I B U TO R ,  E TC . )

N OT E :  A L L  W E I G H T S  S H O U L D  B E  E N T E R E D  I N  G R A M S !  



H A RV E S T  LO T

WA ST E  W E I G H T

W E T  W E I G H T   

P RO C E S S  LO T

DAT E  H A RV E S T  WA S  
C O M P L E T E D  

Enter weights here that were 
collected during the growth 

phase of the harvest lot before 
the completed date.

Enter weights here that were 
collected AFTER the growth 
phase of the Harvest Lot is 

complete. 

Once the 'Date Harvest was 
Completed' exists, we would 

expect all weight to be 
captured in Process Lots. 

B I O M A S S  

F LOW E R  

F R E S H  F RO Z E N

T R I M

WA ST E

T Y P E S  O F  W E I G H T S
T Y P E S  O F  P RO C E S S  LO T S

Note: If the same weight is accounted for in both 
Harvest Lot and Process Lot, it will be counted each 
time and could result in inflated or duplicate values. 

Trim and Flower weights 
should be captured in 

Process Lots!  



Wha t is  a  Proce ss  Lot? 

HARVEST LOT

PROCESS LOT
FLOWER

PROCESS LOT
WASTE

Process Lots 
Process lots are whole or partial harvest lots that follow different paths toward market or diverted into 
waste. For example – a single harvest lot would be broken into two process lots if half was sold fresh 
frozen to a manufacturer, and half was dried, cured, and sold as bulk flower to a retailer.

Process Lot numbers are the harvest lot number with an additional sequential number.
Ex. Process lot number = LIC1234-001-001

Notes on Testing for Process Lots
Process lots of smokable flower will need to be tested for THC potency and pathogens. The moisture 
analysis will be part of this testing. Flower for retail sales must be at or below 30% THC content.

Cannabis flower that tests positive for Aspergillus cannot enter the market as a smokable product. It 
may, however, be used for extraction purposes. 

PROCESS LOT



Update an Existing Process Lot

Important Things to Consider 

Are You Reporting on an Existing Harvest Lot? 
Select “Yes”

Click “Changes in Process Lot”

Select the Reporting Period
Select the start and end dates for the two-
week reporting period from the calendar.  

• All licensees must complete inventory tracking every two weeks, regardless of whether there was a change in 
inventory.

• If inventory has not changed, and this reporting will be the same as previously reported, you will need your 
Inventory Tracking Reporting ID –the system will provide this to you at the end of the report.

• If a licensee misses an inventory reporting period, they must go back and submit historical data for those missing 
weeks. 



Importa nt Things  to Cons ide r 

DATE HARVES T 
WAS  C O M PLETED 

PRO C ES S  LO T(S )

YOU ARE EXPEC TED TO S UBMIT DATA ON PROC ES S  LOTS  AS  LONG  AS  THEY ARE IN 
YOUR POS S ES S ION. 

IF A TWO-WEEK REPORTING  C YC LE PAS S ES  AND THERE HAS  NOT BEEN A DATA S UBMIS S ION FOR 
YOUR EXIS TING  PROC ES S  LOTS , C C B WILL C ONS IDER THE HARVES T AND PROC ES S ING  C OMPLETED.

HARVES T LO T

REPO RTING  C YC LE 1 REPO RTING  C YC LE 2 REPO RTING  C YC LE 3 REPO RTING  C YC LE 
4



Click past the Harvest Lot screen 

through to the Process Lot Screen. 

If there are multiple Process Lots, 

ensure you are selecting the correct 

Process Lot Number you intend to 

make changes to. 

Select 'Edit'. 

Update an Existing 
Process Lot



Update an Existing Process Lot

The Process Lot Identifier, 
Harvest Lot Number, Type of 
Material, and Weight (if 
applicable) will populate. 

If you have additional 
weight to record for the 
selected Process Lot, only 
enter the NEW amount. 

Remove the previously 
recorded value and enter 
only the amount collected 
and recorded during the 
two-week reporting cycle. 



Create a New Process Lot

Important Things to Consider 
• All licensees must complete inventory tracking every two 

weeks, regardless of whether there was a change in 
inventory.

• If inventory has not changed, and this reporting will be the 
same as previously reported, you will need your Inventory 
Tracking Reporting ID – the system will provide this to you at 
the end of the report.

• If a licensee misses an inventory reporting period, they must 
go back and submit historical data for those missing weeks. 

All Proce ss  Lots  mus t be  re la te d  to a n e xis ting  
Ha rve s t Lot. 

Are You Reporting on an Existing Harvest Lot? 
Select “Yes”

Click “New Process Lot”

Select the Reporting Period
Select the start and end dates for the two-
week reporting period from the calendar.  



Licensees will need the Inventory 

Tracking ID associated with the 

Harvest Lot in order to make 

changes.

Recent searched records will 

populate in the dropdown list. Type 

the Inventory Tracking ID into the 

search box if the desired record 

does not automatically appear.

(SEE PAGE 34 FOR MORE INFORMATION)

All Proce ss  Lots  mus t be  
re la te d  to a n e xis ting  

Ha rve s t Lot. 

Cre a te  a  Ne w Proce ss  Lot

To find Inventory Tracking IDs, and the records linked to them, navigate to 'My 

Inventory Tracking Reports' on the side panel of the licensing portal. 



Cre a te  a  Ne w Proce ss  Lot



Update to Inputs

Important Things to Consider 

Are You Reporting on an Existing Harvest Lot? 
Select “Yes”

Click “Update to Inputs”

Select the Reporting Period
Select the start and end dates for the two-
week reporting period from the calendar.  

• All licensees must complete inventory tracking every two weeks, regardless of whether there was a change in 
inventory.

• If inventory has not changed, and this reporting will be the same as previously reported, you will need your 
Inventory Tracking Reporting ID –the system will provide this to you at the end of the report.

• If a licensee misses an inventory reporting period, they must go back and submit historical data for those missing 
weeks. 



Update to Inputs 

Click past the Harvest Lot screen.

To add Input information, click 'Add'. 

Enter Input information

Click 'Save and Next'.



Reporting Reasons 
Other

In most cases, this 
will not apply. 

Only select 'Other' if 
none of the Reporting 
Reasons apply.  



My Inventory Tracking Reports 

To view any draft or submitted inventory 
records, navigate to 'My Inventory Tracking 
Reports' on the side panel. 

You can view information from existing 
submitted records, as well as continue editing 
inventory records in the draft status. 



Inve ntory Tra cking  IDs  a nd  the  a s soc ia te d  re cords  ca n be  vie we d  he re . To ge t 
more  de ta ile d  informa tion c lick on the  a rrow unde r 'Actions '.





Confirm the  Ha rve s t Lot 
Numbe rs  a nd  Proce ss  Lot 

Numbe rs  tha t a re  linke d  to the  
Inve ntory Tra cking  Numbe r

Ha rve s t Lot Numbe r

Proce ss  Lot Numbe r



My Inve ntory Tra cking  Re ports  

Upda ting  Dra ft Submiss ions  

Clicking  'Continue ' on a  d ra ft submiss ion will d ire c t you to the  Edit sc re e n. You 
will s e e  a ny pre vious ly e nte re d  da ta , ma y upda te  or ma ke  cha nge s  a nd  finish 

the  da ta  submiss ion. 
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