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Navigate Dashboard 

Login Screen 

 

Home Page 

 

Type Username and Password 

Refresh Button 

Click Login 

Account Name,  
Account Management, 
Linked Accounts, Log Out 

Search Bar, Lookup Countries 

Opens Query Dashboard for  
Countries, HS Codes, Currencies, 
Languages, and Product Groups 

Module Type 

Reporting Country Source 

Print, Excel Extraction,  
Bookmark, Graph Function, 
Rows per Page 

Data Availability,  
Latest Publication,  
HS Code Lookup,  
Advisories, FAQ 

Switch Flow Select Partner Countries Select Reporting Countries 

Clickable Drop-Down Menu 
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Drop-Down Menus 
 

 

 

 

 

 

 

 

 

Use Scroll Bar 
to View 
More 

Countries 

Partner Country  Reporting Country 

Clickable Drop-Down Menu 

List by Ascending, Descending Order 

View Previous or Future Months 
You can Type and Select 

Multiple Countries 

Linked Accounts 
Test 1 
Test 2 
Test 3 

All Drop-Down 
Menus Expanded 
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Open Query Dashboard 

 

 

 

 

 

 

Click on > to Open Query Dashboard 

Click on < to Close Query Dashboard 
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Query Dashboard Layout Trade Flow: Select Imports, Exports, or 
Balance of Trade 
 
Reporter: Select Global View or 
Reporting Country (or Countries) from 
the drop-down menu 
 
Partner: Select All Partners or Partner 
Country (or Countries) from the drop-
down menu 
 
List By:  Reporter Country, Partner 
Country, or HS Subheading 
 
Commodity 
HS Code: Input 2, 4, 6 digit Code(s) or 
National Code(s) 
 
Product Group: Select previously 
created Product Group 
 
Statistical Period 
Select Year, Month, or Series 
 
Display Parameters 
Statistics: Select Value, Quantity, or 
Unit Value 
 
Currency: Select Currency 
 
Quantity:  
1st Unit- supplementary unit  
(e.g. shipping weight, number of 
items, etc.…) 
 
2nd Unit- shipping weight 
 
Conversion: Activate Kilos, Tons, or 
Deactivate Conversion Factors 
 
Precision: Select 
billion/million/thousand/one 
 
Language: Select language 
 

 



5 
 

Open Product Group Dashboard/Layout 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click on >> to Open  

Product Group Dashboard 

Click on Boxes to  
Select Product Group(s) 
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Selecting Reporting/Partner Countries from the Home Screen 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Type a Country Name in the Search Bar to 

see Countries Appear in the Left Column 

Click on the Reporting Country 

You would Like to See 

Reporting Country Selected 

Click on the Partner Country 

You would Like to See 

Partner Country Selected 
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HS Lookup (Search for More Detailed Information about Commodity Codes) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click Info 
Click HS Lookup 
 
.   

HS Lookup Allows the 
User to find 
Commodity Codes 
based on Text. 

In this example, the 
following codes appear 
for “oranges”. 
 
.   

You can Download your 
Search Results into an 
Excel or Word Document 
 
.   

*Click “Browse HS Hierarchy” to 
search for more detailed level 
commodity codes. 
 
*(See next page) 
 
.   

Type Commodity Word 
You are Looking for 
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Click on “V” Drop Down 
Arrows to Search for More 
Detailed Commodity Codes 
 
.   

More Detailed HS Codes Go 
Up to the National Level 
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Right-Click HS Code Function 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

Right-Clicking  
on a 6 digit HS Code 
Allows a User to 
View More Detailed 
Level HS Codes 

In this Example, we would like to 
See HS Codes Past the 6 digit Level 
for HS Code: 870422 

Right-Clicking, 
Expands the Screen 
with a List of 
National HS Codes at 
the 10 digit level 

*Note: Right-Clicking Again 
Changes Back to the original 
6 digit level code 

Right-Click on 
Commodity Code 
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Select Module (Monthly, Annual, or Additional Data Field [ADF]) 

 

 

 

 

 

 

 

 

 

Top Header Will Change to Module Type Being Used 

Select Monthly, Annual, or ADF Module 

***Note: Monthly Module is Default 

Click on Account Name 
Click on TDM Module 
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View Data Availability 

  

 

 

 

 

 

 

 

 

 

 
 

 

 

*Clicking on a Country Name  
Opens Pop-Out Window with  
Country Profile and Information 
 
 

Data Source Reporting Country  Period Availability   Notes 
Use Scroll Bar 

to View 
More Countries 

Click on Info 
Click on Data 
Click on Availability 
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View Recent Publications 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click on Info 
Click on Data 
Click on Latest Publication 

Data Availability Screen 
Will Pop-Up 

Use Scroll Bar 
to View 

More Countries 
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View Advisories 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Use Scroll Bar 
to View 

More Countries 

Advisories: 
Updated Information  

and Notes 

Click on Info 
Click on Advisories 
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View Account Settings and Profile 

 
Account Settings 

  

Click on Profile to View 
Subscription Information 
 
(*See Next Page) 

Current Account Settings 
 

Click on Account Name 
Click on Manage 
Click on Account 
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Account Profile 

 
Access Linked Accounts 

    

Click on Account Name 
Click on Accounts 
 

Linked Accounts 
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Create New Product Group 

 

 

 

Click on Account Name 
Click on Manage 
Click on Groups 

Click on Product Group 

Click on New Group 
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Product Group Query Screen 

Input Parameters and Submit 

*See Next Page 
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Edit Product Group 

 

 

New Group will 
Appear on the Left 

Download  
Product Group Codes to 

Excel Sheet  

You Can  
View and Edit 
Product Group 

Selected 

Save Changes  Cancel  
Edit 

Permanently 
Remove 
Product 
Group  

Editing Screen Will 
Appear on the Right  

Click on Product Group to 
View and Edit 
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How to Create Country Groups (Reporting Country or Partner Country) 

 

 

*Creating Reporting or Partner Country Groups 
is the same process 

*This example will demonstrate how to 
create a Reporting Country group 

Click on either Partner Country Group 
or Reporter Country Group depending 
on the group you would like to create 

*Key: 

>> Selects All Countries 

  > Selects Specific Countries 

  < Unselects Specific Countries 

<< Unselects All Countries 

Type Country Group Name. Description is Optional. 

Select Countries 

Click on Account Name 
Click on Manage 
Click on Groups 

*See Next Page 
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Once Countries are Selected,  
Click Submit to Create Country Group 

Country Group will Appear under Existing Group. 
Click on Tab to Activate (turns to blue). 

*See Next Page 
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Click Close to  
Return to 
Home Page 

Find Country Group under 
Reporter or Partner search bar 
of the Query Dashboard 
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Create a Bookmark 

 

 

 

 

 

 

 

 

 

 

 

 

Fill in Name and Description for the Page 
you would like to Bookmark 

Once the New Bookmark has been 
added, you can now click on the name 

of the Bookmark as a shortcut. 



23 
 

Manage Conversion Factors 

 

 

 

 

 

Blue Switch Indicates Conversion Factor Activated 

Click ‘Close‘ 
to Submit Change 

Ratios Applied to Create 
Conversion Factor 

Unit Result 

Click to Return to the 
Home Page  

Without Submitting Changes 
Made 

*Note: Conversion Factor Will Stay Activated for Single Session  

Click on Account Name 
Click on TDM Module 
Click on Conversions 



24 
 

Extraction Functionality 

 

 

 

 

 

 

 

Create Excel file of Data  
Currently Displayed on  
the Screen  

Download up to  
84 Months of Data 
 
*Note: Excel ++ Only 
available when viewing 
Time Period in a ‘Series’ 

*For Excel++, Change Time Period to Series Type 

*For Excel, Time Period Does Not Matter 
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Download Special Report (Matrix, Download, & Dynamic Excel) 

  
Matrix 
 

 

 

 

 

 

 

 

 

 

 

 

 

Special Reports are 
User Specific Requests 
for API functions  
 
.   Allows you to Select Parameters 
Specific to What Data You 
Would Like to Download 
 
.   

Clicking Submit will 
Download an Excel Sheet 
 
.   

Matrix  
Excel Spreadsheet 

 
.   
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Download 
 

  

A Special Report Download 
Allows a User to Select More 
Parameters than a Matrix 

Download  
Excel Spreadsheet 

 
.   
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Dynamic Excel 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

A Special Report Dynamic Excel 
Allows a User to Prepare 
Pivot Table Reports 

Dynamic Excel 
Spreadsheet 

 
.   
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