
Notice of Differential Prices or Change of Prices For 
Malt Beverages 



Log in with the user id and password provided through the EDS 
registration process and click on the Login button. 

If you have not registered, click on the NEW USER? link. 
If you cannot remember password, click on Forgot Password? 

If you are already registered to file an Alcoholic Beverage Distributors report, the Notice of Differential 
Prices or Change of Prices For Malt Beverages report should appear as a file new report option when 

you log in. 
 



 

Filing a New Report 

Choose the license that you are filing the report for from the drop down menu . Click the 
correct report link under File a New report. 



Filling Out the General Information Page 

The General Information page will auto populate with information 
provided during the registration process. The notice Number will increment 
automatically for each posting. Add the Authorized Representative name, Filer 
Email  for is the person verifying the submitted information.  Once completed, save 
the report. You will not be able to access the upload multiple transactions link on 
the posting tab until the notice has been saved. 



Filling Out the Posting Tab 

Select the Posting Type from the drop down menu, fill in all the fields with 
red asterisks next to them and click the box next to every County that the 

price will be in effect. Review for accuracy and click Save. 



Uploading Postings 
It is possible to upload multiple postings from a formatted .csv file. To do so start by 

clicking on the Upload multiple transactions link on  upper right hand side of the 
Posting Tab: 



Uploading Postings 
When you click the tab you will see links to Download Template and Download 

Lookup Legend. You will need  to download these to format your upload correctly 
so that it will be accepted.  



Uploading Postings 
Open the template and the Lookup Legend in separate spreadsheets so that you 

can access them both. The template looks like this: 

The posting type Lookup ID is a code that you will get from the Lookup Legend: 

These are all the posting types available and must be added to the template as 
one of these code numbers under that specific column to specify the posting 

type. 



Uploading Postings 
 

The template must be used as is for the upload as a .csv file exactly as it was 
downloaded. Do not add columns or change the headers. Format the information 

you have to upload to fit the template using the correct codes for posting type 
then copy the information into the template. Example shown below. Notice 
Counties is a text field with multiple county names separated by commas 

Name and  save the template file 
somewhere on your computer where 

you can identify find it. 



Uploading Postings 
Click on Browse under the Upload Multiple Transactions  

Browse to your correct 
saved file on your 

computer, select it, 
and click upload. 



Uploading Postings 
You should see a message that says that it found the number of valid records. If so click 
Add Transactions and Close. The transactions should then appear in the detail lines of 

the report and you can go ahead and Submit the report (see next page). 

If there is an error in the upload you will 
receive a message showing that there is one 

and what it is. 

You may either add the transactions that are 
correct and then correct the one that is 

wrong and re-upload or Discard and close, 
correct the entire template and upload the 

corrected full template. 



Submittal Tab 

When you have either entered the complete posting or uploaded multiple 
postings click the Submit Report button to Post the Price Differential. Repeat the 
process to make further Price Differential Changes. Once submitted the postings 

may not be changed , a new posting must be submitted to supersede the 
previous one. 
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