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❑ Process Definition 

This process defines the steps to create sample records for sampling of materials for 

physical testing. 

❑ Acronyms and Definitions 

MDT – Montana Department of Transportation 

❑ MDT Procedure 

1. All samples need two types of identification (Sample Label, tag with Sample Label, or 

Sample ID written on sample) when sent in for testing. 

2. Create the sample record 

a. Navigate to Materials > Sample Records 

b. Click on the Component Action menu and select Add.  **If copying from an existing 

sample, open the sample and from the Component Action menu select Copy. 

c. General Tab  

i. Select the Material Code 

ii. Select a Sample Date (Date the sample was taken) 

iii. Select the appropriate Sample Type 

iv. Select the appropriate Acceptance Method (Test Results in most cases) 

v. Select the Witnessed By (Person witnessing the sample) 

vi. Enter the Specimen Number(s) if applicable (i.e. 1,1A – 2,2A) 

vii. Enter the Intended Use 

viii. Select the appropriate District or Area from the District/Area dropdown list 

ix. Enter the Lab Reference Number if applicable 

x. Select Control Type from the dropdown list and Enter Number if applicable 

xi. Click Save 
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xii. The Sample ID and Lab Control Number will be auto-generated using 

YYYYMMDDHHMMSS format for the Sample ID and CNYYYYMMDDHHMMSS 

format for the Lab Control Number.  A different Control Number can be selected 

from the dropdown list if linking samples 

d. Sample Location Tab 

i. Enter Sampled From, Latitude, Longitude, Distance, Reference Station, Offset 

and Elevation if applicable 

 

e. Sources Tab 

i. Click the Select Primary Source button, enter a name in the search box, select 

the desired source and click the Add to Sample Record button 

ii. If the QPL Required field displays Yes you must select a product name from the 

QPL Production Name field 

iii. Click Save 
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f. Destination Lab(s) Tab 

i. Click the New button to add a Destination Lab 

ii. If there are Field tests, select FieldCrew as the destination lab 

iii. If the sample is being dropped off at a District or Area lab, add a destination lab 

row and select the District or Area Lab 

iv. If the sample is being routed to Helena for testing, add a destination lab row and 

select Helena Receiving. **This step is ONLY done by the District or Area lab 

 

g. Contract Tab 

i. Click on the Select Contract Project Items button 

ii. Enter the appropriate contract ID in the search box to filter the list 

iii. Check the applicable project item rows.  Select ONLY the material sets you are 

using (i.e. Conventional or Optimize, not both) and click Save 

 

iv. Expand each item added and enter the Represented Quantity if applicable 
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h. Tests Tab 

i. To assign default tests, click on the Arrow to the right of the Assign Tests button 

and select Assign Default Tests.  Tests will automatically be added for the 

appropriate testing labs 

ii. To assign optional tests, click on the Assign Tests button.  Use the arrow buttons 

to navigate to the Select Optional Tests window.  Click on the appropriate test 

rows and click the right arrow button.  Change the number of Test Runs if 

applicable and click Confirm. 

 

 


