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What is TLS 

The Trade Lead System (TLS) is a tool to allow for real-time distribution of FAS approved trade leads from 

foreign buyers to potential US suppliers.  TLS promotes trade lead information to flow through FAS and allows 

FAS Posts, as well as Washington based staff, to have active oversight and also allows participation from all 

stakeholders involved with FAS trade leads (States, Industry Cooperators, State & Regional Trade Groups 

(SRTG’s), etc.). 

TLS Registration 

Supplier organizations may register in the Trade Lead System (TLS).  Once a supplier organization is in TLS that 

organization may also have as many users as they wish. 

Before you register in, and use TLS, each user must first register for a Level 1 eAuthentication (eAuth) account.  
eAuth is a secure path to sign in to USDA FAS applications.   

Register For eAuth Credentials: 

Each user will need to register themselves for Level 1 eAuth credentials: 

1. Please navigate to: https://www.eauth.usda.gov/mainPages/index.aspx.
2. Click on “Create an account”.
3. Click “Register for a Level 1 Account”.
4. Complete the registration and submit.
5. You will receive an email from eAuth.  Please follow the instructions provided in that email to complete

your eAuth activation.
6. Once you have activated your eAuth account you may then navigate to TLS to begin that registration.

See below under “Register As New Supplier Organization” to continue your TLS registration.

Register as New Supplier Organization: 

There are a few ways that a new supplier organization may be registered in TLS: 

1. Self-register your organization.
2. Have your organization registered by an FAS administrator.  To have an FAS administrator register your

organization please contact your FAS representative to move forward with registration.

Self-register your organization: 

There are two ways to do this.  Both require that you have your eAuth credentials before you may register in 
TLS: 

1. After signing in to TLS choose Option 1 at the “Welcome Screen” (see image below).

https://www.eauth.usda.gov/mainPages/index.aspx
https://apps.fas.usda.gov/tdms
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a. Click the link in option #1 (“To enter a TLS registration request click here. If your required TLS 
role is not available then please contact TLS administrator”).  See “TLS Welcome Screen” image 
below. 

b. Select  Option 1: “Create a new Company/Organization (Buyer, Supplier, SRTG or Industry 
Cooperator).  Select the TLS role you are applying for (“United States Supplier or Exporter” in 
this case).  See “TLS Registration Form” image below. 

c. Click “Continue to Supplier Registration form. 
i. The system will open the Supplier registration form. 

d. Fill in all of the required information (denoted by a red star *). 
i. Also, please enter as much additional information as possible regarding your 

organization (use the text box for “Additional Organization Details”).  Information such 
as your organizations export experience, the countries you have worked most closely 
with, etc. can be very helpful.  This information will not only help FAS when reviewing 
your registration, but also when you begin being matched to trade leads. 

e. Click “Save/Submit”. 
f. Your request will then be reviewed by an FAS administrator.   
g. Once approved or rejected , notification emails will be sent; if approved: you will receive a 

notification explaining that you can now sign in and begin using TLS. 
i. If the registration is approved the user that is entering the registration will receive a 

notification that they may begin using TLS.  At the same time, the primary contact (if 
different than the person entering the registration) will receive an email notification 
with their personal TLS registration code that they will need to enter the first time they 
log in.  If the person entering the registration and the primary contact are the same, 
then there will be no personal registration code.   

 
  
TLS Welcome Screen: 
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TLS Registration Form: 
 

 
 
 

2. After logging in to TLS choose Option 3. 
a. Navigate to TLS:  https://apps.fas.usda.gov/TDMS 
b. Sign in using your eAuth credentials. 
c. At the welcome screen, click “Register as U.S. Supplier”. 

 
d. The system will open the supplier registration form. 
e. Fill in all of the required information (denoted by a red star *).  Also, please see the Note at the 

end of this section in regards to the “Products” field on the registration page. 
3. Please note that the person entering the registration and the Primary Contact entered here will be 

created as the 1st official users for your organization.  Please note that the Primary Contact may be 
different than the person entering the registration information. 

i. Also please enter as much additional information as possible regarding your 
organization (use the text box for “Additional Organization Details”).  Information such 
as your organizations export experience, the countries you have worked most closely 
with, etc. can be very helpful.  This information will not only help FAS when reviewing 
your registration, but also when you begin being matched to trade leads. 

b. Click “Save/Submit”. 
c. Your request will then be reviewed by an FAS administrator.   
d. Once approved or rejected notification emails will be sent; you will receive a approved 

notification explaining that you (the primary contact) can now sign in and begin using TLS. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://apps.fas.usda.gov/tdms
https://apps.fas.usda.gov/TDMS
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Supplier Registration Form: 
 

 
 
 
NOTE:  When filling out your organizations registration form please pay special attention to the “Products” 
field.  As a supplier, you may choose as many products as you wish for this field.  Add ALL products that you 
wish to be matched with trade leads.  You will be automatically matched to all approved trade leads that are 
entered using the products that you choose as part of your “Products” list in your organizations details. 
 
If a product that you are looking for is not available in the product list you may select “Other” and enter a new 
product name and description.  See the section titled “Selecting Other In Your Products List” below for more 
information. 
 
Any registered user under your organization may also update your product list, as well as any other 
organization data, at any time after registration. 

Register as New User in an Existing Organization: 
 
If your Supplier organization/company is already registered in the TLS system and you wish to be a user under 
that organization please do one of the following: 

 
1. Register yourself as a single user under your already existing TLS Supplier organization/company. 

a. Please attempt to register yourself before contacting your FAS representative or the TLS 
administrator. 

2. Contact your FAS representative or the TLS Administrator. 
 
To register yourself as a user under an existing organization/company: 
 

1. Obtain their Level 1 eAuth credentials. 

You may choose multiple products in this 

list.  Start typing the name of the product 

you are looking for and then select it 

from the list by clicking on the product 

name.  To add more, simply click in the 

Products box and begin typing the next 

product you are looking for.  You may do 

this as many times as you need until you 

have chosen all of your products. 
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2. Contact your organization/company to obtain the unique registration code. 
3. Log in to TLS using your eAuth credentials. (https://apps.fas.usda.gov/TDMS) 
4. Select Option 2 on the Welcome Screen (see “TLS Welcome Screen” image above). 
5. Select the option labeled “Join an existing company/organization (Buyer, Supplier, SRTG or Industry 

Cooperator).  (See “TLS Registration” image below) 
a. The system will then open the form for you to select the appropriate TLS role. 

6. Click the drop down list under “Select TLS Role” and select the appropriate role. In this case you will 
select “United States Suppliers or Exporters” . 

7. Fill in your organization/company’s unique registration code in Organization Unique Code field. 
a. The system will then automatically show the organization/company’s name based on the code 

you entered. 
8. Fill in the remainder of the form with the required information. 
9. Click “Submit Request”. 
10. An FAS Trade Specialist Admin will review and approve/reject your registration request and you will 

receive a notification. 
11. If approved you will then be able to sign in and begin using TLS as a user for your organization/company. 

 
 
TLS Registration: 
 

 
 
 
 

Opt In/Out to Receive Email Notifications: 
  
When you register, whether as the Primary Contact for a new organization registration or as a new user under 
an existing organization, you may choose whether or not you wish to receive email notifications from the 
system. 

https://apps.fas.usda.gov/TDMS
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The email notifications are a very good way to keep you on top on what is happening in TLS that could involve 
you or your organization.  Email notifications are available for many different scenarios, some of which include:   

 When your TLS registration has been approved/rejected. 

 When a new approved trade lead is available for you. 

 When new comments have been made in the system and directed to you. 
 
Email notifications are delivered to the email address in your profile.  The notification will give you a brief 
overview so you can then sign in to TLS to view more information that may be available. 

Selecting “Other” In Your Products List 

When selecting your products list there is the possibility that a product you are looking for is not available in the 
extensive list that is currently available. 
 
If this happens, then you have the option to select “Other” and add a new product name and product 
description.  You may select this option during the initial organization registration.  You may also use the 
“Other” product selection if you are a previously registered organization by going to your organizations details 
page and following the same steps below. 
 
The process for an “Other” product selection is as follows:  
 

1. At the “Products” field on the Supplier Registration (or Supplier Information page if previously 
registered) select the check box labeled: “Check here if your desired product is not available in the 
products list above”. 

2. Enter the desired Other Product Name and a Other Product Description. 
3. Save a single new product request or add more new products if desired. 

a. To save a single product request click “Save Product Request”.   
b. To add more new products click “Save and Add Another Product Request”.  Continue to do this 

until you have all of your new product requests completed. 
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4. If there are products that you wish to choose that are already in the products list you may also add 
those products at this time (start typing your desired product name in the “Products” box and select 
from the available list.  You may add as many products as you wish). 

5. Once you are done adding your new product requests click “Save/Submit” at the top of the page. After 
adding the other products if clicked “Back” or “Cancel” link without saving the form: pop up warning 
message will be displayed as shown in the image above. 

6. An FAS Trade Specialist Administrator must now review your product request for approval.  If this was 
part of a new organization registration that may be reviewed and approved at the same time. 

7. If approved, the new product will be added to your available products list as well as the global products 
list for others to use.   

8. You will now be matched to any approved trade leads for all of your approved product(s). 
 

View Trade Lead Details 

When your organization registered a product(s) list was chosen.  This is the list of products that your 
organization provides.  Any new approved trade leads, that request any of the products from your list, will be 
automatically matched to your organization.  As a result, you will be able to view those trade leads in TLS. 
  
To view trade leads you have been matched to: 
 

1. Navigate to the Trade Leads page (this is also your landing page when you sign on to TLS). 
2. Find the trade lead that you wish to view. 
3. There are 2 ways to view the lead (see figure below titled (To View Trade Lead Details”): 

a. Click in the desired trade lead row to highlight the lead.  Click “View/Edit Trade Lead”. 
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OR 
b. Click on the linked # of the lead located in the “Lead No” column. 

4. The system will open the trade lead details page for you to view. 
5. Please be sure to check the “Additional Lead Details” box for any additional details that may not have 

been captured in the required fields (see figure below titled “Trade Lead Details”). 
6. When done viewing click “Cancel” to return to the Trade Leads page. 

 
NOTE:  Pay special attention to the “Response Due Date”.  If you do not respond by that date the system will 
lock the comments section and you will not be able to respond to that trade lead.  If you respond/comment 
before this date then you will be able to continue to respond/comment on the trade lead even after the date 
passes. 
 
 
To View Trade Lead Details: 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Linked trade 

“Lead No” 

Highlighted 

trade lead. 
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Trade Lead Details:  

 
 

 

Trade Lead Comments Section 

Each trade lead has a dynamic comments section (noted by the title “Trade Lead Response / Comments”).  This 
section is designed to allow all users the opportunity to respond to, comment on, or add any necessary details to 
a trade lead.   
 
Part of the usability of this section is to allow users the opportunity to choose who receives their 
responses/comments. 
 
 

Respond to or Make Comments About a Trade Lead: 
 

1. Navigate to the trade lead you wish to respond to or comment on. 
2. At the bottom of the page you will see the comment section (“Trade Lead Response / Comments”). 
3. You will first choose which other users (that are part of this trade lead) will be able to view your 

response/comments. 
a. Click the check box next to the user you wish to view your response/comments. 

i. If choosing SRTGs, Industry Cooperators, or States you have 2 options: 
A. You may click the check box next to “All SRTGs”, etc which will allow all 

registered SRTG users to view your comment. 
B. You may select “Specific SRTGs”, etc.  When you select this option you must 

then type the organization name in the box below, or click the dropdown and 
choose the specific organization/company that you wish to comment to. 

b. The user role(s) you choose here will be able to view the comments you save. 
c. Please be aware the TLS administrators will be able to view ALL comments. 

4. Insert your response/comments in the box. 
a. You may also change the font style, enter hyperlinks, enter images, etc.  Simply choose your 

formatting options in the ribbon at the top of the comment box. 

View any Additional Lead Details by clicking here.  If none are 

available you will not see this link, instead you will see: 

“There are no additional details for this Trade Lead”. 
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5. Click “Save/Submit” at the top of the page.  This action will save your comments and notification email 
will be sent to the users who subscribed for comments and allow the users you chose to view those 
comments and respond back to you as necessary. 

 
NOTE:  Pay special attention to the “Response Due Date”.  If you do not respond by that date the system will 
lock the comments section and you will not be able to respond to that trade lead.  If you respond/comment 
before this date then you will be able to continue to respond/comment on the trade lead even after the date 
passes. 
 
You will see the following message(see below image labeled “Response Due Date Passed”) if the Response Due 
Date has passed and you have not responded or added comments to a trade lead:  You can't respond to or 
comment on this Trade Lead because its Response due date has passed and you did not previously respond to 
it.  Please contact TLS Administrator for assistance. 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

View comments  

directed to you. 

 

Choose Users 

you wish to 

share your 

comments with 

by clicking in the 

box next to the 

user role. 

 

Choose any formatting options in the 

ribbon above and then insert your 

comments in the provided space. 
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Response Due Date Passed: 
 

 
 
 

Selecting Users to Comment to Via the Trade Lead Comments Section 

 
Selecting users to respond to or comment to in the “Trade Lead Response / Comments” section. 
 
The idea behind this section on a trade lead is to allow each user the opportunity to communicate and work 
with whichever user(s) they wish.  Select only the user roles for those users you wish to share your 
comments/responses. 
 
Once you select the desired users, you may then enter your comments in the dynamic comments box and then 
“Save/Submit”. 
 
The users that you may choose to comment/respond to include: 
 

 Everyone - If you select this option every user that is tied to this trade lead will be able to view the 
comments you are making.  Selecting this option will also disable all other options. 

 Trade Specialist Administrator Only - Washington D.C. based FAS trade specialist that can monitor all 
trade leads and assist in any way necessary.  Selecting this option will also disable all other options. 

 Post Admin & Post User (FAS Post) - FAS overseas offices that typically assist foreign buyers with trade 
leads.  Each buyer is connected to one FAS Post in their region.  Both the Post Admin and Post User can 
assist from the FAS Post perspective. 

 Buyer - Foreign buyer for the trade lead you are currently looking at. 

 SRTG’s - State and Regional Trade Groups help facilitate trade from U.S. suppliers and foreign buyers 
from around the world.  SRTG’s typically work on the supplier side.  You may choose to respond to “All” 
SRTG’s or respond to one particular SRTG by choosing that SRTG from the SRTG dropdown list.   

o To send your comment to all SRTG’s, select the check box next to “All SRTGs”. 



12 
 

o To send your comment to one or more specific SRTG’s select the check box for “Specific SRTGs”.  
Then either type the SRTG name or select it from the drop down list.  You may select as many 
SRTG’s as you wish. 

 Industry Cooperators - Organizations that represent suppliers based on U.S. agricultural products that 
they supply.  You may choose to respond to “All” Industry Cooperator’s or respond to one particular 
Industry Cooperator by choosing that cooperator from the cooperator dropdown list. 

o To send your comment to all Industry Cooperators, select the check box next to “All Industry 
Cooperators”. 

o To send your comment to one or more specific Industry Cooperators select the check box for 
“Specific Industry Cooperators”.  Then either type the Industry Cooperator name or select it 
from the drop down list.  You may select as many Industry Cooperators as you wish. 

  State Departments of Agriculture – state offices that promote the growth and development of 
agriculture at the state level.  You may choose to respond to “All” states or respond to one particular 
state by choosing that state from the state dropdown list. 

o To send your comment to all States, select the check box next to “All States”. 
o To send your comment to one or more specific States select the check box for “Specific States”.  

Then either type the State name or select it from the drop down list.  You may select as many 
States as you wish. 

 
 

View Comments Directed to You  
 
There are 2 quick ways to view comments that have been directed to you about a trade lead. 
 

1. While viewing a trade leads details you can click on the link “View Lead Responses / Comments” (see 
image on previous page).  The system will open a fly out for you to view all comments directed to you. 

2. On the main Trade Leads page, find the trade lead that you wish to view the comments.  In the last 
column of that trade leads row click on the comments icon (see image below).  The system will open a 
fly out for you to view all comments directed to you. 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click comments 

icon. 
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Comments Fly Out: 
 

 
 

View/ Edit User Profile 

1. Click “My Profile” at the top of the page. 
2. If you don’t wish to make any changes click “Cancel”.  If you wish to make changes continue to step 3. 
3. If you wish to update the information make any necessary changes to available user details. 
4. Click “Save/Submit” 
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View/Edit Organization Details 

Any TLS user for your organization has the ability to change/update that organizations information. 
 

1. Click on the “Suppliers” tab at the top of the page. 
2. Click on your linked organizations name in the “Organization Name” column. 

a. Your organization should be the ONLY one listed here. 
3. The system will open the supplier information page showing your organizations details. 
4. If you do not wish to make any changes click “Cancel”.  If you wish to make changes continue to step 5. 
5. Make the necessary changes to any available information. 

a. NOTE:  You may also update your organizations product list at this time. 
6. Click “Save/Submit” and your organizations information will be saved with the new changes. 

 
 

 

 
 

 

 

 

 

 

 

Click your linked organizations name to 

open the details to view or make changes. 
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Appendix A:  Tips and Tricks 

Quick Reference Card 

 
The quick reference card gives a brief explanation of some of the supplier functions in TLS.  Click the help icon      

 on any page in TLS to open the quick reference card(Figure 1). 
 

 

Comments Section Formatting Ribbon 

 
The comments section of trade leads is dynamic giving users many formatting options (much like a Microsoft 
Word document).  Some of the more used formatting options include:   

 Bold text  

 Italics for text  

 underlining text 
 
A few of the more advanced options include: 
 

 Insert hyperlink 

 Insert image 

 Subscripttest_subscript 

 Superscripttest_superscript 

 
To view what each of the formatting options is you can hover your mouse pointer over the desired option and a 
help bubble will tell you what you are looking at. 
 

 
Comments Formatting Bar:  

 
 
 
 

Grouping Lists by Column Header 

 
You can group by ANY column.   
 

1. Left mouse click on the column you wish to group by. 
2. Drag the column header to the space provided above the columns. 
3. The system will automatically group the list by that column.  You may add more columns to the grouping 

if you wish. 
4. To remove a grouping simply click on the “X” in the grouped column (Figure 2). 

 
 
 

See help bubble by 

hovering mouse 

pointer.  
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Figure 1:  Grouping Lists 
 

 

 

 
Figure 2:  Ungroup a Grouped List 
 

 

 
 
 

Filtering by Column Header 
 
See Figure 3 below.  To filter your results by each column header:   
 

1. Click the funnel shaped icon on the right of the column header you wish to filter. 
2. Choose from the available dropdowns to pin point your filtering. 
3. Enter your filter criteria. 
4. Click “Filter” 
5. The system will automatically filter based on your criteria. 
6. When done with that filter click on the funnel shaped icon again. 
7. Click “Clear” and the list will return to its original state. 

 
 
 
 
 
 
 

Click the “X” to 

ungroup  

Drag any column header to this 

area to group the list by that 

column.  You may group by 

multiple columns. 

 

Click to open the Quick 

Reference Card.  
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Figure 3:  Filtering by Column Header 

 
 
 
 

Sorting by Columns   
 
To sort by a specific column you simply click on that underlined column header name once to sort by ascending, 
click a second time to sort by descending, and click a third time undo the sort. 
 
Figure 4:  Sort by Column  
 

 
 

 
 
Change Column Width 
 
To change the column width: 
 

1. Hover your mouse pointer over the lines on either side of the desired column that you could like to 
adjust. 

2.  When the mouse pointer changes to this ( ); click your left mouse button and drag the column line 
to the desired width. 

 
 
 
 

Click any underlined 

column header to sort 

by that column. 

Click the funnel icon 

next to the column 

head you wish to 

filter. 
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Figure 5:  Chance Column Width 
 

 
 
 
 

Change the Order of Columns 
 
To change the order of the columns you can choose the column you wish to move by left clicking (and holding) 
on that column header and then dragging it to your desired position. 
 

 
Information Bubbles 
 
Throughout the application, there may be places where more information would be helpful or even where a 
brief explanation may be available to help the user.  To help facilitate giving the users as much information as 
possible, information bubbles have been place throughout the entire application.  To see if there is any more 
information or explanations available for what you are looking at you can simply hover your mouse pointer over 
that information.  If there is any additional information or direction available, a blue bubble with the available 
information will appear. 
 
Figure 6:  View Info. By Hovering Mouse 
 

   
 
 
 
 
 
 
 

Change the column 

width here.  

Hover mouse to view 

additional information 

bubble if available. 
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Collapse Sections 

 

1. To help consolidate some screens you may have the option to collapse certain sections.  Where ever you 

see this icon, , you can simply click on it and the system will collapse that section.  The system will 

also change the icon (see #2 below).  

2. If you wish to expand that section to return it to its original state simply click on this icon, , and the 

system will open that section up again. 

 

 


