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We appreciate your participation!
Feel free to contact us with questions. hpt@uky.edu
(859) 218-2468
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[bookmark: Slide_Number_2]Table of Contents

Information Button – Page 3
This page provides quick links and is the first page you see after logging in.
Rounds Button – Page 4
This is where you find the samples.
This is the starting point for entering your testing results.
Entering your Testing Results – Page 5
You access this page by selecting “Data Submission and Receipts” from the Rounds Button
Entering Analytes & Survey Questions - Page 6
You access this page by selecting “Data Submission and Receipts” from the Rounds Button
Confirmation & Correcting Errors - Page 7
You access this page by selecting “Data Submission and Receipts” from the Rounds Button
Reports Button – Page 8
This is where you access your reports.
Shipments Button – Page 9
This is where you find shipment tracking information.
User Admin Button – Page 10
This is where you manage your Lab Portal login and password
Lab Admin Button – Page 11
This button is only available to your lab’s “Manager”. This is where contact information & lab portal users are managed.











Navigate through the portal using the buttons at the top of each page










[bookmark: Slide_Number_3][bookmark: _bookmark0]Information Button
This page provides quick links and is the first page you see after logging in.


[bookmark: Slide_Number_4][bookmark: _bookmark1]Rounds Button
This Is where you find the samples,
This is the starting point for entering your testing results.














Information about the origin of the samples can be found here.













Choose “Data Submission and Receipts”. You will be presented with a form to submit your testing results. Specific instructions are next!

Entering your Testing Results
You access this page by selecting “Data Submission and Receipts” from the Rounds Button















[bookmark: Slide_Number_5][bookmark: _bookmark2]This section is where you submit your results.
We will walk through this next!







A receipt is issued each time you submit results. The most recent submission is used in our statistical analysis.

[bookmark: Slide_Number_6][bookmark: _bookmark3]Entering Analytes and Survey Questions
You access this page by selecting “Data Submission and Receipts” from the Rounds Button
Start by typing the method code in the white box. A drop down list will appear. Choose your method from this list. Method codes can be retrieved from the information button or as indicated in the image below.






When a method code is entered correctly, the name is populated and the entry box is green.


You can save the list as your default methods so they will be preloaded in the future.





Add new method codes here
Answer survey questions
Review your entries. Agree to the ethics statement and press “Submit”
Return to the Rounds page
to submit your results for additional samples.


[bookmark: Slide_Number_7][bookmark: _bookmark4]Confirmation & Correcting Errors
You access this page by selecting “Data Submission and Receipts” from the Rounds Button

After you press the “Submit” button the system will confirm you submission in a variety of ways (pictured below).
If you make a mistake the system will notify you of the specifics in a variety of ways (pictured below).
To correct an error use the backspace and delete keys to clear the mistake, then enter the correct data.




[bookmark: Slide_Number_8][bookmark: _bookmark5]Reports Button
This is where you access your reports.














Choose “View Reports” to display the reports for the sample.













Your lab’s report will be highlighted

[bookmark: Slide_Number_9][bookmark: _bookmark6]Shipments Button
This is where you find shipment tracking information.
All users will receive email notification from UK Lab Portal (hpt@uky.edu) when samples ship.


[bookmark: Slide_Number_10][bookmark: _bookmark7]User Admin Button
This is where you manage your Lab Portal login and password.


[bookmark: Slide_Number_11][bookmark: _bookmark8]Lab Admin Button
This button is only available to your lab’s “Manager”.
Your lab’s contact information and users are managed from this page.



















The people listed here do not have the ability to login. If you want them to login in you must add them as a user.









You must assign a role to each user. The difference between a “Data Reporter” and “Program Manager” is that the Manager manages your lab’s contact information & users. The Lab Admin button is only available to Program Managers.
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Hemp Proficiency Testing Program — Lab Portal

Information Rounds@l Reports Shipments User Admin Lab Admin Log Out

User: Lab Portal User  Lab #: 0000

Rounds

Active Rounds

Your entries will remain editable until the due date

Round# ¢ Round Name/Label ¢ | Due Date « Analytes ¢ Options
Test Program  HM20AUG-03 = Hemp August 03 Sample = 9/30/2020 5 IDATA SUBMISSION AND RECEIPTS)
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Archived Rounds
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Test Program  HM20AUG-01  [Hemp August 01 Sample| ~ 8/31/2020 5  [DATA SUBMISSION AND RECEIPTS]
Test Program = HM20AUG-02 = [Hemp August 02 No Label| = 8/31/2020 6 |DATA SUBMISSION AND RECEIPTS|

TestProgram | TESTO{ [Test item 1] 8/1/2020 1 [DATA SUBMISSION AND RECEIPTS]
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Hemp Proficiency Testing Program - Lab Portal
| tnformation | Rounds || Reports | _shipments | user Admin | _Lab Adnmin || Lo out |

User: Lab Portal User  Lab #0000
Data Submission
Test Program
HM20AUG-01 - Hemp August 01 Sample
Due Date: 9/30/2020
Lab # 0000

Resuls that are less than (<) the It of detecton (LOD),can be reported 25 *<your LODI". The LOD nmeri value must be entered for the result o be accepted. For example: <0.50
Method Codes  Your deta wil be submitted and a receipt generated when you press the "Submit”buton on s page.

Method Descripion Memod Code _ Resut1 Resui2 unis Wethou Reter

; Status pions

A9THG, LG, mass spec detection ([ 00703 ] [ 02280 ] [ 0228 | war  AORCZVGM.MSSS | uyyeqspszi | DELETEROW
BD, oher L, mass spec delecton | 1008807 (L 8g87.] [ 47esa] AR Lo, oher Submited 8262020 | [DELETE ROW.
GBDA, LC, mass spec detection \[Too403 ] [ 33 ] [ ade;m ) %AR HORG2I8 1. mass | submited 262020 | [DELETE ROW

ADD NEW ROW

cen I 0 Oter Submited 8262020 | [DELETE ROW.

ult Methods: ] Replace your dafaut ansltosimethacs or tis program with the analytesimetnods in the able above.

o Sarry uetion == Saus
ot What axtracton sovent do you use? T et | Swmtedezez
an What extracton method doyou use (o, soncaton, haking, cthe)? T eemz ] Swmnedszeam
aes L T e Y S A I
a0 What s your volume of extractant i milltes (mL)? |
a0 Doy erform predacaronyaton stepof e xiract o fo et anlyss7 S
a5 Do yourlab e 150 17025 sccreciaion?
Qo7 Iy 0 Q08, i ttal THC In hem witin your scope of accrediation? Tl
g5 DoYou deermine messurment uncatat or sl TH considerng 5ot precison and ueness |
(5ka sheek e uncatany
Q08 ifyesto Q06, whatis your expanded measurement uncertainy, U, fo %tots THG inhemp? ]
ato Is your lab aware of the recent interim final rule for hemp production released by the USDA? . 1

Submit Data - Ethics Statement

im hat:

By sumiting these resuls

1. the submitied data i enlirey a vork produc of the subscribing laboratory

2. the data has not bsen fasified

3. profiency tesling was not subcoriracted o anolher crganization/aboralory

4 the dsta s keot confidential unlthe finsl sty raport s published: and

5.0 person autsda tis laboratory was consulled as 10 the accuracy of valdhy ofthe data, nor
was any other collaboration o collusion macie.

sumIT

Note: You may ac, change. delete. and resubmit data il the deacline:
Wednesday, September 30, 2020 11:58 PM US Central Time.

Import Data from File
For your convenience, you may enter your daa ito tha folowing Excol lo, save a copy as a CSV fle, and upload that CSV fie.
Download Excelcata enty tempiate

Udload your CSV fle

‘Submission Receipts

Dt Crested

812612020 62043 PH
81262020 500:16 PH
81262020 25210 PM
12572020 42332 Pb
si2502020 62332 PMA
81252020 42054 PH
#2572020 807:39 A
812412020 35241 PA
8242020 33014 PM 15 TEST-HA120A1UG-01-0000-20200824153014.pd
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Lab #: 0000

Restlts that are less than (<) the limit of detection (LOD), can be reported as “<[your LOD". The LOD numeric value must be entered for the result to be accepted. For example: <0.50
Method Codes  Your data will be submitted and a receipt generated when you press the “Submit” button on this page.

Analyte, Method Description Method Code  Result1 Result 2 Result 3 Method References

A9-THC, LC, mass spec detection | | | | | | AOAC 2018.11, mass spec Submitted 9/2/2020

CBD, other LC, mass spec detection [Co0330 | [ 48687 | [ 47694 | [ 48783 | %AR LC-MS, other Submitted 9/2/2020  [DELETE ROW|
CBDA,LC, mass spoodetection [Coot0s | [ose% ] [ 36 | [ 0206 | %R | AOACZOSHlmassspec | SubmitedS22020 |

con [oosss | [—ozzeo | [ oo | [—ozom | Oter sumited 922020 | DELETE ROW

AADD NEW ROW I

J Replace your default analytes/methods for this program with the analytes/methods in the table above.

Default Methods:





image12.jpeg
Results that are less than (<) the limit of detection (LOD), can be reported as "<[your LODJ". The LOD numeric value must be entered for the resuit to be accepted. For example: <0.50
Method Codes  Your data will be submitted and a receipt generated when you press the "Submit" button on this page.

Result 1 Method References

002.01 - A9-THCA, LC, UV detection

002.02 - A9-THCA, LC, UV diode array detection
002.03 - 39-THCA, LC, mass spec detection
002.10 -QQ-THCA, other LC, UV detection
002.30 - A9-THCA, other LC, mass spec detection
Qo1 Whatextra 002.99 - A9-THCA, [

Defa

5 the default for your lab for this program.
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Analyte, Method Description Method Code Result 1 Result3 Method References

A9-THCA, LG, mass spec detection [oozos ) (T [ 1l ] %AR LONC 22;2&‘" = New DELETE ROW/
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Lab #: 0000
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Method Codes  Your data will be submitted and a receipt generated when you press the “Submit” button on this page.
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Results that are less than (<) the limit of detection (LOD), can be reported as "<[your LODJ". The LOD numeric value must be entered for the resuit to be accepted. For example: <0.50
Method Codes  Your data will be submitted and a receipt generated when you press the "Submit" button on this page.
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Analyte, Method Description Method Code Result 1 Result3 Method References
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Survey Question

Qo1 What extraction solvent do you use?
Qo2 What extraction method do you use (eg., sonication, shaking, other)?
Qo3 What is your approximate mass of sample for extraction in grams (g)?

Qo4 What s your volume of extractant in milliters (mL)?

Response

MeOH

sonication

Submitted 8/26/2020
Submitted 8/26/2020
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‘Submit Data - Ethics Statement

By submitting these results, | affirm that

1. the submitted data is entirely a work product of the subscribing laboratory;

2. the data has not been falsified;

3. the proficiency testing was not subcontracted to another organization/laboratory;

4. the data is kept confidential until the final study report is published; and

5. no person outside this laboratory was consulted as to the accuracy of validity of the data, nor
was any other collaboration or collusion made.

Note: You may add, change, delete, and resubmit data until the deadline:
Wednesday, September 30, 2020 11:59 PM US Central Time
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Results that are less than (<) the limit of detection (LOD), can be reported :
Method Codes YYour data will be submit

Analyte, Method Description Method Code Result 1
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hpt.fass.org says

Please enter the value in the format range x.x to xxxxx.xxxx with an
optional leading < to indicate a limit of detection
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