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User Manual 



The DTN Portal
Today’s Environment Makes it Difficult to Manage Offers 

Increased market volatility

Frequent basis changes affecting 

cash offers and hedge orders

Multiple commodities

Un-hedge-able quantities

Multiple locations and processes

Too much time spent manually 

monitoring offers 

Too easy to miss offers and 

opportunities

Offers must be tied to hedges

Producers requiring more service, 

tools and convenience 

Needing to do more with less
Time to retire the static spreadsheet 

and yellow sticky notes? 



DTN Portal User Manual Contents

DTN Portal Overview

Getting Started

Setting Up Portal Preferences

Communication Tab

Entering Producer Offer (Admin Dashboard)

Making An Offer (As a Producer)

Reports Tab

Publishing Bids (usually a separate training)

To learn more;  

Click the Help tab from Dashboard tool bar 

Or click ‘Portal/Hedging’ from the User Guide Topic List  

The User Guide is located in the upper right hand corner of any page 

Also utilize Help Tool Tips by clicking        buttons

For official training or other questions, please contact Professional Services at 1-800-290-9162



Increased Management, Decreased Effort 
Optimize Key Origination, Merchandising & Hedging Tasks

Centralize all buy/sell offers  in real-time 

with one management tool so everyone 

sees the same thing

Eliminates losing offers and missed 

opportunities

Multiple Authorization levels to match 

employee responsibilities

Aggregates multiple Offers into a     

Position Report (5 pre-defined reports)

Customizable hedging functionality

Automatically documents detailed 

information of offer for both parties

Filled & Open hedge order icons

Required Futures price for Cash Offer 

hedge order synchronized with basis 

changes (automated cancel/replace)

Place Hedge Orders from Dashboard

Notification sent to producer/customer 

once offer has been Accepted

Back Office Integration service available to  

generate contracts on demand

Centralize all offers and integrate with hedge orders



DTN Portal with Integrated Hedging
Overview 

Streamlines and simplifies offer and order management while allowing customization 

to match any merchandiser’s current process 

Controlled, Customizable Hedging

I. Hedge – (Interactive) Manually initiated, hands-on order routing

Place hedges from Portal Dashboard, Acknowledged Offer Position Report & Finalize/Hedge button

Admin User has option to automatically (hands-free) Accept Offer once hedge order is filled

E. Hedge – Electronically initiated, hands-free order routing

Places hedge orders when switch is enabled and offer is Finalized (if hedge thresholds are met)

Admin User must manually (hands-on) Accept Offer once hedge order is filled

Hedge Thresholds lets merchandiser pre-decide what size offer gets E. Hedged and the 

number of contracts to use when I. Hedging

Custom & Pre-defined Reports

Five pre-defined reports or Admin User can create and customize their own reports 

Acknowledged Offers Position Report automatically aggregates hedgeable & 

unhedgeable offers by commodity, symbol, offer type & price, to create hedgeable positions

Admin User can take one Action that affects all offers in position (Hedge, Accept) 



Connect & Communicate with Customers 
Improve Customer Service and Build Loyalty

Easy to use, saves time and reduces risk

Retain valuable customers – those who 

use it, continue to use it 

24/7 Storefront - customers make offers 

when its convenient for them

Increased communication with emails 

and text message alerts 

Privately communicate bids and 

premium programs to select customers 

(zone bidding)

Convenient records of offers and 

delivery commitments accessed by your 

customers

Free account access whether they want 

to make transactions, or just view their 

phone in offers, online  

Easy to use interface for customers



Getting Started
Using Your DTN Portal



Publish Cash Bids is where we provide 3 ways to set 
all your prices. 

Normal Bid Publisher 

Where you will create all Locations and 
Commodities per Location

Bid Matrix

Adjust Cash or Basis levels with use of arrow keys   

Spreadsheet Upload (Import of Cash Bids)

Download the Example File to use for updating

Or link download file to your current bid sheet for 
uploading

Details available in User Guide

After you login with your Username & Password;

Access your  Portal via Manage Portal Application

Quickly publish bids via a Spreadsheet Upload tool

Spread workload while limiting access with multiple 
administrative levels 

Multiple alerts & email/texts notify you of;

New User Requests

New Offers

Offers expiring soon (72 hours)

Offers that have hit

Offers that have expired



Portal Dashboard

• Manage all your offers from 
all your locations, in one 
centralized place  

• Enter Producer Offers you 
receive in person or over the 
phone as well as take Action 
on Incoming Producer 
Offers from your website.

• Learn more from Help tab 

•Each category is a link to a 
full page display

• All Columns are sort able

• The yellow highlighted row 
indicates that an offer has 
been ‘Hit’

• Filled and Open Hedge 
Order Icons.

• Current Transaction 
Balance also allows you to 
book more prepay 
transactions 

•Symbol Legend at the 
bottom of the page



New Dashboard Features

Task Bar appears on every page

Additional Preferences

Email Notification Selection

Offer Expiration Defaults

Hedging Preferences

Pre-defined Reports or create own

Offer ID displayed on Dashboard

Hover over Comment Icon to view 

comments of offer 

Acknowledged Offers replaces 

Accepted Conditionally Status, Action    

& Pending Offers label

Current Basis posted on Dashboard

Basis Symbol column added

Delivery Method icon added

Electronic Hedging ON/OFF switch

Go to Preferences to customize    

hedging functionality

Place Hedge Orders from 

Dashboard

Filled Green Checkmark indicates 

that the hedge order has been filled

Open Checkmark indicates that offer 

has an open order associated with it

Centralize all offers and integrate with hedge orders





Prepay Price Plan
Monitor and Book or Renew Prepay Bushels from Portal Dashboard 



Prepay Price Plan
Monitor and Book or Renew Prepay Bushels from Portal Dashboard 



Setting Up Portal
Setting Up the Preferences



Portal Dashboard

• View offers by individual 
Location or by All 
Locations

• View offers to ‘Buy’ or 

offers to ‘Sell’. 



Preferences Tab

• Setup Disclaimers and 

Terms & Conditions 

• Select Offer Types per 

commodity & location 

• Select Buy or Sell 

producer options per 

commodity & location

• Select Delivery 

Methods per commodity & 

location

• Setup who receives the 

email alerts per location

• Setup Hedging Defaults



Additional Preferences
Email Notifications and Offer Expiration Default

Email Notification Preferences

From Contacts tab, go to contact 

‘Preferences’

Set Email notifications per Admin User or 

for all Admin Users

Set Email notifications per Producer or for 

all Producers 

Offer Expiration Default

From New Offer Defaults tab, select how 

long you want the default expiration date 

to extend past the date the offer is being 

submitted

Selecting ‘Delivery End Date’ would be 

equal to a ‘Good Till Cancel’



Hedge Defaults
FCM Account Setup per Location per Commodity

You must setup the four different Hedge Defaults before Hedging will be activated (Mini Contracts is optional)



Hedge Order Adjustment

Amount in cents that you would like 

to adjust your hedge order below the 

producers offer to sell, or above offer 

to buy

Pass on Hedge Fill Price 

If the order is filled at higher price 

then required by the offer, the higher 

price can be passed on to Producer. 

Great to use for ‘at the market’ sells

Hedge Thresholds

Min/Offer – Minimum size of an offer 

that will be E. Hedged

Also used to determine number    of 

contracts for  I.Hedging

I.Hedge  will override threshold

Max/Offer – Max size of an offer that 

can be E. Hedged 

Max is 9X Min/Offer to prevent fat-

finger errors

I.Hedge will override threshold

Max/Day – Max number of units that 

can be E. Hedged during day 

session is 200X Max/Offer

Max/Night – Max number of units 

that can be E. Hedged during night 

session is 200X Max/Offer

Hedge Defaults
Hedge Preferences & Hedge Thresholds



Hedge Switches
Auto Cancel/Replace Hedge Orders

Enable Auto Cancel/Replace/Accepted Offers

Acknowledged Offers are automatically 

cancelled and replaced with new orders if an 

basis or offer adjustment is made

Enable Producers to Adjust offers

Interactive Hedge (hands-on)

Enable auto Acceptance of hedged offers

Enable use of mini-contracts

Electronic Hedge (hands-free)

Enables ON/OFF switch on Dashboard

Enable use of mini-contracts

Hedge Order Expiration Default 

Day Order

Future will have a Recurring Day Order (like a 

Good Till Date)

Pass On Hedge Fill Price 

Enable Price Rounding

Enable Electronic Position Balance 

Automatically reads Acknowledge Position 

Report Balances before determining whether a 

new offer needs to be E. Hedged

Hedge Defaults
Hedge Switches



Communication Tab
From Portal Dashboard



Communication Tab

• Send Private Emails

• Send Text Messages

• Access promotional 

material for your portal 

in the Starter Kit

• Allows you to send 

Private Cash or Basis 

Bids to Groups or 

Individuals (zone 

bidding)



Private Bids Page



Starter Kit

This page provides 

you with material to 

help promote your 

new portal



Enter Producer Offer
From the Admin Dashboard on behalf of Producer



Enter Producer Offers

Enter offers into the 

Portal by clicking 

the Enter 

Producer Offer 

tab



4 ways to populate User list

• Import your customer list via spreadsheet

• Rely on users to create their own account online 

• Enter manually by selecting ‘New’ from the User list

• Use the integrated solution with your accounting package

Select the User (customer) that 

you are making the offer for



• Enter First Name, Last Name 
and email address

• If email is unknown, it will use 
the email of the admin entering 
the offer

• Continue with offer





Make Offer Form

Select Offer Type

Cash

Futures Only

Basis Only

Most of the data will self populate



Make Offer Form

Select Offer Type

Cash

Futures Only

Basis Only

Enter Quantity

Most of the data will self populate



Make Offer Form

Select Offer Type

Cash

Futures Only

Basis Only

Enter Quantity

Set Offer Price

Field will display current posted 

price of offer type selected. 

Enter Offer price

Most of the data will self populate

You can enter a 1 if making an ‘at 

the market’ offer. 

Quantity must be above Min 

Hedge Threshold

Pass On Fill switch enabled.



Make Offer Form

Select Offer Type

Cash

Futures Only

Basis Only

Enter Quantity

Set Offer Price

Field will display current posted 

price of offer type selected

Enter Offer price

Set Expiration

Default is 7 days from the day 

that the offer is being submitted

Customizable Offer Expiration 

Default setting (ex. End of 

delivery period)

Most of the data will self populate

You can enter a 1 if making an ‘at 

the market’ offer. 

Quantity must be above Min 

Hedge Threshold

Pass On Fill switch enabled.



Make Offer Form

Select Offer Type

Cash

Futures Only

Basis Only

Enter Quantity

Set Offer Price

Field will display current posted 

price of offer type selected

Enter Offer price

Set Expiration

Default is 7 days from the day 

that the offer is being submitted

Customizable Offer Expiration 

Default setting (ex. End of 

delivery period)

Most of the data will self populate

Submit for Confirmation

You can enter a 1 if making an ‘at 

the market’ offer. 

Quantity must be above Min 

Hedge Threshold

Pass On Fill switch enabled.



Integrated Hedging
Increase Efficiency and Eliminate Slippage

Integrated Hedging allows you to Finalize, 

Acknowledge and Hedge Offer in one step, 

based on Admin User Authorization level

Write Offer Admin 

Can only Finalize Offer

Will be E. Hedged if switch ON 

Portal Admin 

Finalize Offer

Will be E. Hedged if switch ON 

Finalize and Acknowledge

Offer goes directly to Acknowledged Offer 

status

Never E. Hedged

Hedge Admin 

Finalize Offer

Will be E. Hedged if switch ON 

Finalize and Acknowledge

Same as Portal Admin

Finalize, Acknowledge & I. Hedge offer in 

one step



Confirmation Email

You and the Producer will 

each receive an email or text 

message confirming the offer



The offer will appear in the Incoming Producer Offer section.  

Offers that your producers submit from your website will also appear here as well if E.Hedge is OFF and offer is below threshold

The Alert pane will notify you of any new events in your portal that need attention. It has the same Open, Dismiss, Snooze and time 

interval features as MS Outlook



Incoming Producer Offers that are not ‘at the money’ (To Hit @ 0) should be ‘Acknowledged’ as a firm offer (AC) or Hedged (H)

This will  move them to Acknowledged Offers where they will be monitored for you. The Incoming Offer Alert will then disappear

An email will automatically be sent to you and the producer notifying you that the offer has been acknowledged as AC



The Portal will manage in real-time, how close the offers are to hitting and keep the Futures required of cash offers in sync with your 

website basis changes.

Likewise, when a hedge order is associated with the offer, it will keep the hedge order in sync with any changes to the offer as well, 

including the required Futures price of the offer



The  ‘To Hit’ column will read ‘0’ and the offer will be highlighted in yellow when it has been reached. If a hedge order is associated 

with the offer, the checkmark will ‘fill in’, indicating it has filled. The Hedge Admin will also receive an email/text of the filled order. 

You will also receive an email/text alert. The producer will not be notified of his offer hitting until you take the Action to Accept (A) 

the offer



To insure that you actually want to Accept this offer and purchase the commodity, click ‘OK’

If you have the Auto Accept feature enabled from the Preferences > Hedging > Hedge Defaults > Hedge Switches, the offer will 

automatically be Accepted once the hedge order is filled

A



Once the offer is Accepted, you and the producer will be alerted via email/text message.

The offer will move from Acknowledged Offers to Accepted Offers and the status will change from AC to A on the Producer side.

All these actions will be automatically documented in the offer history and available for future reference for both parties to see.



If offers are about to expire or the producer wants price or quantity changed;

Adjust an Acknowledged Offer on behalf of the producer by selecting ADJ in the Action pick list. 

You can allow producers to adjust their own offers if you choose, from the Preferences > Hedging > Hedge Defaults > Switches.



Internal Notes

The producer initiated  

a conversation with 

you by submitting an 

offer online, when it 

was convenient for him 

Complete the 

electronic offer and 

click  the producer’s 

name to pull up his 

account information so 

you can follow up in 

regards to other 

opportunities & plans

Utilize the Internal 

Customer Notes to 

communicate 

customer intentions  

with your internal staff 

and increase service 

capacity



To view Offer Detail 
History from 
dashboard, click on 
the Offer ID

The Producers 
name will be bold 
when you have 
entered an offer on 
behalf of the 
producer

Offers the 
producers submit 
from your website 
are not



Documented History
Renew Expired Offers and View Offer Detail History

Offer Detail History

Access by clicking Offer ID from 

Dashboard & full page displays

Compact and easy to follow

Adjust Offer Form models Make 

Offer Form

All offer changes are listed in red 

print

Integrated Hedge Data is 

recorded in Agribusiness view

An email/text will be sent to you 

and your customer when ever 

there is an adjustment

Easily ‘Renew’ Expired Offers

Expired & Withdrawn Offers now 

listed by last update

Click ‘Renew’ button to 

repopulate Make Offer form

Re-Submit Offer



• Full page view of Accepted Offers

• Select the date range that you 
want to view

• You can mark the offers that have 
been Delivered



• View Total Bought or Sold and Average Price

• View Total Units transacted that were entered by  
Producer and entered by Administrator



When you highlight an item in the Admin Alert Pane and then click Open Item, 

it will take you to the item. In this case, a New User Request 



Once an Alerted item is addressed, the Alert will disappear.



The Expiration Alert notifies you every morning of Offers that will expire in next 72 hours.

Opening the item will list the offer ID#’s

You can easily find these offers in the Acknowledged Offers full page view and Adjust them if necessary

72 Hour Expiration Alert



Making An Offer
From the Producer Side (website)



Producer Access

• Producers can access 

your Portal from your 

website’s Cash Bids page.

• They will need to create 

an account if you haven’t 

done it for them



• You will have total 

control over who you allow 

to access your Portal

• They can also register for 

your Cash Bid Emails or 

Text Messaging of bids 

here as well

Create Account Form



Make Offer

• We have many 

different Cash Bid 

displays to choose 

from 

• Once logged in the 

producer can make 

an offer by clicking 

Make Offer next to 

the Delivery period 

of his choice



Some Agribusinesses choose 

to add an additional Disclaimer 

prior to the Producer 

completing the Make Offer 

form

Disclaimers can be added 

form the Dashboards by going 

to Preferences > Disclaimers



• Make Offer form is same as you use 

• Producer just needs to;

• Select Offer Type, if different

• Enter Quantity & Price

• Select Delivery Method, if different

• Set Expiration Date

• Offers to sell ‘at the market’ can be 

made by:

• Having the Pass On Fill switch 

enabled 

• Entering a price of 1 

• Or any price below the market 

• The fill price will become the offer 

price



Once selections are made; 

• Agree to Terms & Conditions

• Submit for Confirmation



• Producer will then 

confirm and 

Finalize his offer



• Offer ID# will be assigned

• Confirmation emails & text 

will be sent to both parties

• You will receive the offer in the 

Incoming Producer Offers 

section of your Portal 

Dashboard if E.Hedge is OFF. 

• If E.Hedge is ON, and the 

offer quantity is above your Min. 

Hedge Threshold, it will be 

electronically Acknowledged 

and a hedge order placed

• You and the producer will be 

able to monitor his offer and 

have complete documentation 

by clicking the Offer ID to view 

the Offer History



Offer Monitor

• When logged in, the producer 

will be able to monitor their offers 

by scrolling down below your 

Cash Bids

• Private Offers – where a  

private bid from you would 

appear

• Incoming Open Offers -

where a counter offer from you 

would appear

• Open Offers – There are 2 

different Statuses of Open Offers

O = an Open Offer that has not 

been Acknowledged by you yet. 

AC = Open Offer that has been 

Acknowledged by you or has 

been electronically  

Acknowledged as a firm offer, like 

the one we just placed



Offer Monitor

• Closed Offers – are all the 

Accepted, Withdrawn or 

Expired offers

• Clicking the Offer ID# will 

open the Offer Detail History 

for the producer’s offer 

• Offers can be Hidden by 

un-checking the check box 

and clicking Update Display 

• Status Symbol Legend –

provides a definition for the 

producer to know what 

everything means

• *Offer Types – provides a 

definition for each Offer type 

that the producer has



Here is the offer we just made appearing in the Acknowledged Offers section of Portal. As you can see, the hedge order has 

already been filled at a higher price than was needed and the higher fill price has been passed on to the Producer 



Reports Tab
From Portal Dashboard



Reports
Create Reports or Use Pre-defined Reports

Custom Reports

Create your own Report

Copy Pre-defined Reports and Customize

Pre-defined Reports

All reports can be dragged to another monitor

Acknowledged Offer Summary

Accepted Offer Summary 

Acknowledged Offer Position Report

Aggregates by Commodity, Offer Type, Symbol & 

Futures Required Price

Allows Hedge Admin to maximize the use of Full 

Contracts by aggregating unhedgeable quantities 

together, since many offers are of the same price

Balance value is link to list of offers in Position(row) 

Can Accept all offers in Position with one click

Can also Hedge a long Balance from report

Mini- contracts are never used when Balancing a 

Position

It is best to drag this report to another monitor

Hedge Order Report

Filled Hedge Order Report



Reports
Pre-defined Acknowledged Offer Summary



Reports
Pre-defined Acknowledged Offers Position Report
This report can be used to manage all your Acknowledged Offers in a Long & Short fashion because it automatically 

aggregates everything into groups and when the Electronic Balance switch is ON, it will keep everything hedged within 

your thresholds. It is also best to drag this report to another monitor or Restore Down this report and the dashboard



Reports
Pre-defined Hedge Order Reports

Filled Hedge Orders can be marked Confirmed and then filtered by Confirmed, Unconfirmed or All.

Hedge orders may be listed multiple times if they have more than one offer associated with them



Publishing Bids
From Admin Site



Publish Cash Bids is where we provide 3 ways to set 
all your prices. 

Normal Bid Publisher 

Where you will create all Locations and 
Commodities per Location

Bid Matrix

Adjust Cash or Basis levels with use of arrow keys   

Spreadsheet Upload (Import of Cash Bids)

Download the Example File to use for updating

Or link download file to your current bid sheet for 
uploading

Details available in User Guide

Login with your Username & Password;

3 methods to post your bids

Publish Cash Bids 

Create all Locations and Commodities per Location

Bid Matrix

Adjust Cash or Basis levels with use of arrow keys   

Spreadsheet Upload (Import of Cash Bids)

Download the Example File to use for updating bids

Or link download file to your current bid sheet for easy 

spreadsheet uploading



Spreadsheet Upload

Bid Matrix

How it Works

Professional Services will provide training on setting up and using your Portal

Publish Cash Bids



Publish Cash Bids

Eliminate fat finger errors 

and reduce time when 

adjusting your bids 

rather than re-keying in 

the data each time

Click individual Basis cell 

and use arrow keys on 

your keyboard to adjust 

prices and then hit your 

Tab key to move to next 

cell below.



Bid Matrix

To eliminate fat finger errors and reduce time, use one of the following methods to adjust your bids more 

efficiently rather than re-keying in the data each time

Use the arrow buttons on the screen to adjust all bids per Delivery period or per Location

Click individual cell and use arrow keys on your keyboard to adjust prices and then hit your Tab key to move to next cell

Remember to click the Update Bids button at bottom of page before leaving



History of last 5 Uploads 

Spreadsheet Upload



Spreadsheet Download Example

Download example     

provides the exact 

format that the Upload 

CSV file needs to be.

The first 3 columns 

are required and will 

require data

The next four 

columns are required 

but data in each cell

Is optional

The last column is 

optional



Browse to find your 

saved CSV file to upload


