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Chapter 1 ς Project Sample Life Cycle 
 

Action taken by User Sample Life Cycle Stage Open or Closed? 
Sample is created and saved Logged Open 

Sample is created and submitted Submitted for Lab Testing* Open 

Data Reviewer submits for FDOT 
Verification 

Pending Finalization  Open 

PA returns the sample for sample data 
corrections 

Sample Data Correction 
Needed 

Open 

Data Reviewer revises sample data and 
returns to FDOT 

Pending Finalization  Open 

PA returns the sample for test 
corrections 

Test Correction Needed   
 

Open 

Data Reviewer revises sample data and 
returns to FDOT 

Pending Finalization  Open 

PA returns the sample for sample and 
test data corrections 

Sample Data and Test 
Correction Needed 

Open 

Data Reviewer revises sample data and 
returns to FDOT 

Pending Finalization  Open 

PA finalizes Samples Finalized (see comparison 
status) 

If Comparison is not required = Closed 
If Comparison is required** = Open 

Lab Status* during Submitted for Lab Testing 

*Lab status is different from the sample status 
Action Taken by User Lab Status 

Sample is saved Waiting on Sample to be Submitted 

Sample is submitted Waiting on Receipt or Auto-Receipt 

Lab user Returns sample for additional 
Information 

Additional Info Required 

Lab user returns sample Returned 

Lab user receives sample Received 

Lab user opens sample header for 
sample info updates 

Waiting on Sample to be Submitted 

Comparison Package Status 

Action taken by User Comparison Status Open or Closed? 
PA creates comparison package but 
does not run comparison 

Comparison not Performed Open 

PA runs compare on Comparison 
package and Compares 

Compares Closed 

PA runs compare on Comparison 
package and Does Not Compare 

Does Not Compare Open if Resolution is required 
Closed if Resolution is not required 

PA designates Comparison Not 
Performed Incomplete Package 

Incomplete Package Closed 

PA performs Resolution Does Not Compare Closed 

PA Marks Resolution Not Performed Does Not Compare Closed 
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Chapter 2 ς Sample Login 
 
NOTE: MAC is a web based application. The screen appearance in these instructions may be 
slightly different depending on the settings on your computer such as resolution and zoom. Also, 
you may or may not see all the menu options and functions that appear on the screen shots, 
depending on your roles set.  
 
A. Warning and Error Messages 
 
A warning can be dismissed upon reading it and you can continue with the process. It typically 
signifies something that might be an issue under certain circumstances, but not always. An error 
mean that there is something so severe that you are not permitted to proceed. The error must be 
addressed before you can advance. 
 
An example of a system warning would be if you attempted to save a sample without all the 
required information. 

 
Select the X to close the dialog box and go back to the sample to complete more fields. Or select 
the OK to proceed with saving the sample without the required fields. MAC will let you save the 
sample, but you will not be able to submit it until you supply the required fields. 
 
Another example of a system warning that can be dismissed is the off-list flags that appear on 
asphalt and concrete samples. These appear with the work WARNING in capitals with bold, red 
font. 

 
 
An example of a system error would be when you attempt to submit the same sample without the 
required fields. 

 
You see that the Save and Submit option is still available (itôs not greyed out) but clicking on it will 
only regenerate the error message until the error is addressed.  
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Conflict of interest is another example of an error message that will not allow you to proceed. If 
you attempt to log a sample with a specific contract and sample level under your company and 
there is another sample ï not just a project sample ï under your company profile and the same 
contract with a different sample level, you will receive a conflict of interest error message.  

 
 
For example, if you are trying to log in a sample under a contract with the sample level of VT and 
there is an existing sample on that contract with the sample level of QC, MAC will give you this 
error message and not allow you to log the VT sample. In many cases, this is a true conflict of 
interest and you must notify the District Materials and Research Office (DMRO) to determine what 
to do next. This is not material specific. The QC sample could be a concrete program sample for 
prestressed concrete producer making products for the contract and the VT sample may be for 
soils samples taken on the project. It is a conflict of interest even though the samples are for 
different materials because the conflict applies across all materials for the entire contract. 
 
Or it might be because the existing QC sample is a data entry error. Notify the local DAC to have 
the sample with the data entry error deleted. Then there will no longer be a conflict and you will 
be able to enter the sample with the sample level VT.  
 
B. Creating a Sample 
 
There is an FDOT form for MAC project sample login (675-050-4A Sample Submittal Form ï 
Project). The form covers every field that might be on a login screen. The fields that appear on a 
specific login screen are dictated by the MAC Spec.  
 
To log in a sample: 

 
1. From the MAC Main menu select the Manage Samples option. 
 
You will be navigated to the Sample screen. The first time you navigate to this screen, it will be 
blank. The next time you navigate to this screen, it will default to the last sample you created. 

 
2. Select the Create Sample Login option. 
 
The Create Sample Login dialog box will appear. This dialog box is used for all samples in MAC. 

As you select additional options, more fields will appear. A ( ) indicates a required field. These 
instructions will only cover the basic fields that may appear on every sample. See Chapter 3 ï 
Sample Login Field Summary for a description of each field. 
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3. Sample Category ï this field defaults to project. Leave it as project. 

 
4. Contract/ Project ï enter the Contract or Financial Project Id in the Contract/Project field. The 
field will search on either entry. From the returned search results, select the appropriate entry or 
entries. MAC restricts project samples to a single contract. Project samples cannot cross 
contracts. If you enter the contract, the field will return all the projects on that contract. If you 
search on the Financial Project Id, the field will return the contract. 
 
NOTE: Contracts and Projects are not stored in MAC. This information is retrieved from other 
applications. Since the search criteria returns all entries from that application, there are entries 
available for selection that do not apply to MAC. You should not select entries that are not 
appropriate in MAC. Here are some examples of Financial Project Ids that might not be eligible 
for samples in MAC. Use more characters in the contract/project field to filter out these entries.  
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NOTE: Sometimes a Financial Project Id has two contract ids associated to it. This means that 
there are two contracts associated to the Financial Project Id in the system of record, not in MAC. 
Most of the time this is caused by a data entry error in the system of record. When a Financial 
Project Id is on more than one contract, the PA must notify a system administrator. Data Entry 
personnel must use care in selecting the appropriate contract.  

 
 
NOTE: If you attempt to create a sample on a contract that a Project Materials Certification Letter 
(PMCL) has been generated, you will receive an error. 

 
 
After you select the Financial Project Id, more fields will appear on the Create Sample Login 
screen. 

 
5. Additional Project(s) ï if the contract has only one Financial Project Id, this field will not 
display. If the contract has two or more Financial Project Ids, the field will display. If the sample 
represents more than one Financial Project Id, select the other project(s) that the sample 
represent(s).  
 
NOTE: The Construction Project Administration Manual (CPAM) Section 11.6 designates that 
asphalt samples on projects with more than one Financial Project Id should be entered under the 
primary Financial Project Id. For consistency, the asphalt plant records should also be entered 
under the primary Financial Project Id in MAC only. Do not select Additional Project(s) for asphalt 
samples.  
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6. Material/Specification ï you do not have to enter the fields in the order they appear on the 
screen. The pay item field comes next, but it is better to select the Material/Specification before 
selecting the pay item. Select the appropriate Material/Specification from the dropdown list. 
 
NOTE: All materials assigned to the contract on the JGS will be available for selection in this field, 
but some may not have samples needed in MAC. If you select a material that does not have MAC 
entries, you will see this error message.  

 
 
7. Pay Items ï pay item selection is OPTIONAL and multi-select. If a sample represents more 
than one pay item, you can select more than one entry.  
 
NOTE: For contracts with one pay item, like Lump Sum (999) and Design Build (50) or contracts 
with no pay item, DO NOT select a pay item.  

 
 
Once you have input project and material, the system will know which login screen to display. 
When that happens, it will add the Continue to Sample Information Screen option to this dialog 
box. 

 
8. Continue to Sample Information Screen ï select this option to see the rest of the sample 
login screen. 
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The Sample Info portion will appear. As selections are made, more fields will appear depending 
on the selection. Some fields will default when there is only one value for that field on the MAC 
Spec selected. 

 
9. Sample Level ï select the Sample Level for the sample to reveal more fields. 
 
If the MAC Spec has categories, the next field that will appear is Category.  

 
10. Category ï this field is a combination of category and type for MAC Specs that have categories 
and types, or just category for MAC Specs that only have categories.  
 
What is a category and type? A category is a way to subdivide the MAC Spec into appropriate 
samples. A type is a subdivision of the category. Not all MAC Specs need subdivision. What is 
used as category and type depends on the MAC Spec so there is no standard definition. MAC 
Spec 334 has no categories and types because the samples can be divided by Sample Level.  
 
NOTE: There could be different requirements for each category, type and purpose. This selection 
determines the tests assigned to the sample and the limits for pass/fail assigned to each test.  
 

 
11. Sampled By Tech ï enter the name or TIN of the technician who took the sample. In cases 
where a qualified technician is required, the field will accept a name or a TIN to search CTQP and 
return possible technicians. If the sample does not require a qualified technician, you can enter 
the samplerôs name as a text field. The system will not interface with CTQP if the sample does not 
require a qualified sampler. 
 
NOTE: If the MAC Spec requires a qualified sampler, the person must have at least one 
qualification to appear on the list. If the person who took the sample is not qualified in anything 
(doesnôt have a TIN), the sample cannot be used for acceptance and must be discarded. A new 
sample must be taken by a qualified person.  
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This does NOT mean that the person must be qualified in the qualification area required by the 
MAC Spec to get the sample in the system.  If the person has a TIN in CTQP, the sample will 
accept the entry, then check to see if the person is qualified in the qualification area the MAC Spec 
requires on the date the sample was taken.  
 
If the person in not qualified in the appropriate qualification area at the time the sample was taken, 
the sample will be flagged with an unqualified TIN message. 

 
 
If you see this message, review the qualifications in the CTQP database to confirm it is true. If the 
technician is qualified in the CTQP database, take a screenshot of the CTQP database confirming 
that the technician is qualified at the time the sample was taken. Create an FDOT service desk 
ticket including the technicianôs TIN and the MAC Sample Id. 
 
12. Date Sample Taken ï enter the date the sample was taken or select it from the calendar. 

 
13. FDOT Sample # ï enter the FDOT Sample #. Some materials have a sample numbering 
system. Others do not and any sample numbering system can be used. 
14. Quantity Represented ï enter the quantity that sample represents in the Quantity 
represented field. For example, if the sample quantity represented is 50 cubic yards, enter 50. 
15. Unit of Measure ï enter the unit of measure that sample represents in the Quantity 
represented field. For example, if the sample quantity represented is 50 cubic yards, enter Cubic 
Yard(s).  
16. LOT # ï enter the Lot # in the field. 
17. Intended Use ï enter the intended use, if desired.  
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18. Testing Lab ï the testing lab can be entered using either the lab facility id or the description. 
Select the appropriate entry from the returned list. 
 
Location information may or may not appear on the sample login. It may not be required if it does 
appear. The location information becomes critical if the sample has issues that need to be 
addressed in the Materials Acceptance Resolution (MAR) process. Because it is not known at the 
time the sample is taken if there will be issues, the best practice to include location information 
even if it is not required as long as it appears on the login screen. 

 
19. Sampled From ï enter information regarding where the sample was taken; for example, 
stockpile or truck mixer. 
20. Road Number ï this field is connected to the Roadway Characteristics Inventory (RCI) 
database and can be found on the project key sheet: 

 
Enter the appropriate RCI Roadway Id and select it from the returned list. 
21. Latitude ï enter the latitude location where the sample was taken in the Latitude field. This 
field is used in conjunction with the Longitude field to pinpoint the exact sample location. 
22. Longitude ï enter the longitude location where the sample was taken in the Longitude field. 
This field is used in conjunction with the Latitude field to pinpoint the exact sample location. 
23. Station Sampled ï enter the station where the sample was taken. 
24. Station From ï enter the beginning station location of the area represented by the sample. 
25. Station To ï enter the ending station location of the area represented by the sample. 
26. Reference Line ï select the controlling line of the project as shown in the plans. If the option 
used is not listed on the dropdown list, make a comment in the comments section describing the 
reference line. 
27. Offset Distance ï enter the offset distance in feet. 
28. Offset Direction ï select the offset direction from the dropdown list. 
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Contact information may or may not appear on the sample login. It may not be required if it does 
appear. 

 
29. Contact Name ï enter the name of the sample contact person. This may or may not be the 
same person as the sampler. It is a person the laboratory can call or email if there are questions 
about the sample.  
30. Phone Number(s) ï enter either the Cell Phone # or Office Phone # of the contact person 
(#29) in the appropriate field. Only one is required. As soon as one is entered, the other required 
field designator disappears. Both can be provided for informational purposes. 
31. Email ï enter the email address of the contact person.  
32. Comment ï enter any comments about the sample you wish to make. If you do not make a 
comment now, you will be able to add comments later under the comments tab if your company 
or system roles have custody of the sample. See Chapter 10 ï Sample Comments. 
 

 
33. Document ï to attach a document, click on the Select File option. 
The Open dialog box will appear. 

 
34. Navigate to the location where the document is stored. 
35. Click on the document to select it. 
36. Click on the Open option to upload the document to the sample. 
37. Description ï enter a description of the document, if desired. 
 
The document will appear as attached to the sample. Some samples will require a document 
attachment. If you donôt attach a document at this time and one is not required, you can add 
documents to the sample later. See Chapter 11 ï Sample Documents. 
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38. Save & Submit ï  
a. Select Save if you are not ready send the sample for testing and want to save the data you 
have entered so far.  
b. Select Submit if you are ready to send the sample for testing (lab samples) or to enter test 
results (field samples). If you select Save, the sample will be designated as Logged and will need 
to be Submitted for Testing in order for the test results to be entered on the lab tests. 
 
C. Viewing the Sample Transmittal Information for Print 
 
For samples being sent to a laboratory, many laboratories require the Sample Transmittal 
Information report with the MAC Sample Id be attached to the sample.  
 

 
1. Select the View Sample Transmittal Information for Print option. 
 
When the information is download, a dialog box will appear. 

 
2. Select Open to open the report in pdf format. 
 
The report will open in the application that is your default pdf file reader. The MAC Sample Id is 
automatically generated on the report. The report may be more than one page. Be sure to include 
all pages with the sample. 

 
 
D. Viewing the Sample Certificate of Analysis 
 
The Sample Certificate of Analysis is a standard report that can be found on the MAC reports 
menu. Because it is a useful report for the sample life cycle, you can also generate the Sample 
Certificate of Analysis report from the sample screen without having to navigate away from the 
sample. 

 
1. On the sample screen for a specific sample, select the View Sample Certificate of Analysis for 
Print option.  
 
A download dialog box will appear. 

 
2. Select the Open option to open the report in pdf format in the default application for pdf files. 
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The report will open in the default pdf application on your computer. Depending on where the 
sample is in the sample life cycle, some fields may not be populated. For example, if the sample 
is awaiting testing, all or some of the test result fields may be blank. 
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Chapter 3 ς Sample Login Field Summary 
 
Because sample login screens are created dynamically on the MAC Spec, there is no standard 
login screen. There is a defined number of fields that can appear on a login screen, but no login 
screen has them all. This chapter describes the fields and the data that is expected in each field.  
 
A. Sample Login Screen Fields for Project Samples 

Create Sample Fields* 

*These fields tell MAC which sample login screen to retrieve. 

Field Data Comment 

Sample Category Project, Program, Research Defaults to Project 

Project Sample Category Fields 

Contract/Project A search field for all contracts and projects in 
the Work Program. 

Since the system retrieves ANY valid 
Financial Project Id, users must be 
careful to ensure they are selecting 
the appropriate Financial Project Id. 
For asphalt samples, select the 
primary Financial Project Id. 

Additional Projects A dropdown list consisting of any other 
Financial Project Ids on the contract selected 
in the field above.  

Does not appear on contracts with 
only one Financial Project Id. 

Pay Items A search field for the pay items that are on 
the Financial Project Id(s) in SiteManager. 

This field is optional. Samples can 
represent multiple pay items 
Do not select for LS/DB/LAP jobs. 

Material/Specification A search field for the MAC Specs assigned 
to the JGS. 

If the material is not on the JGS, it will 
not appear.  

Sample Info** 

**The login screen with the fields that are designated on the MAC Spec. 

Field Data Comment 

Method of Acceptance A dropdown list that appears when the MAC 
Spec selected has both Certification and 
Sampling and Testing MOAs.  

 

Sample Level A dropdown list containing the sample levels 
assigned on the MAC Spec.  

 

Category/Type A dropdown list containing categories or 
categories and types if the MAC Spec 
selected has them.  

If the MAC Spec has Categories and 
Types, the fields are concatenated 
into one selection. 

Sample Purpose A dropdown list containing sample purposes 
if the MAC Spec selected has them. 

 

[Material Type] Production 
Facility 

A search field that searches on the 
production facility id or description.  

Field can be restricted to a specific 
material type.  

Mix Design A search field that appears after the 
production facility is selected. 

Restricted to the mix designs for the 
company of the production facility. 

Mix Design Free Text A free text field to type in the mix design 
number when it is not a mix design in MAC. 

Used for materials like auger cast pile 
grout and building concrete. 

Manufacturer A free text field to type in the name of the 
productôs manufacturer. 

 

APL Number A search field connected to the APL.  

   

Sampled By A search field for the Name or TIN in CTQP 
if MAC Spec requires a qualified sampler. A 
free text name field if the MAC Spec does not 
require a qualified sampler. 

 

Date Sample Taken  The date the sample was physically taken.  
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Field Data Comment 

Higher Class in Lieu of 
Lower Class 

A check box on structural concrete samples 
that is used to designate that a higher class 
of concrete was substituted for a required 
lower class. 

Selecting the check box causes 
Lower Class field to appear. 

Lower Class A dropdown list with concrete classes to 
indicate the lower class the material 
represents.  

Test results will be compared to both 
targets and limits and assigned two 
test dispositions. The limit for the 
lower class is used for the material 
acceptance. 

Load Number A free text field to enter the load number.  

FDOT Sample Number A free text field to enter the FDOT Sample 
Number. 

 

Quantity Represented A numeric field to enter the number part of 
the quantity represented field. 

For example, if the quantity 
represented is 50 Cubic Yard(s), 
enter 50. 

Unit of Measure A search field to enter the measured unit part 
of the quantity represented field. 

For example, if the quantity 
represented is 50 Cubic Yard(s), 
enter Cubic Yard(s). 

Batch # A free text field to enter the manufacturerôs 
batch number. This is not the same as the 
batch/delivery ticket #. 

 

Batch/Delivery Ticket # A free text field to enter the producerôs 
delivery ticket number. 

This is normally used for the delivery 
ticket number for structural concrete. 

Heat/Coil No. A free text field for reinforcing materials to 
enter the steel heat number or coil no. 

 

LOT # A numeric field to enter the lot number the 
material represents. 

 

Sample Quantity Required 
No Density 

Tonnage for the Lot not requiring Density. For example, if the quantity 
represented is 50 Tons, enter 50. 

Sample Quantity Required 
No Density Unit of 
Measure 

Ton(s) 
 

For example, if the quantity 
represented is 50 Tons, enter Ton(s). 

Sublot # A dropdown list of 1, 2, 3, or 4 to designate 
the asphalt sublot the sample represents. 

Asphalt is the only material with 
sublots. 

Alternate Density Sublot 
Number 

A dropdown list of N/A, 1, 2, 3 or 4 to 
designate when the cores were taken in a 
different sublot from the Sublot # field above. 

Selecting this field triggers 
programming in the comparison 
package and CPF calculations. 

Intended Use A free form text field to provide details of the 
materialôs use.  

 

Point of Sampling A dropdown list with selections of common 
sampling points.  

 

Wall # A free text field for the Wall # from the 
contract plans. 

 

Bridge # A free text field for the FDOT bridge #.  

LOTs represented A free text field for all the lots the sample 
represents. 

 

Total Loads An optional numeric field to designate the 
total loads an asphalt sample represents, if 
known. 

 

Soil Description A description of the soil for Soils samples 
that includes color, texture (sometimes 
sampling area). 

Examples: Tan silty sand (Pond A);  
Gray sand with traces of dark organic 
matter (Pond B) 

Witnessed By Company The company of the VT technician who 
witnessed the QC rolling straightedge or 
thickness sample. 
 

Used for Rolling Straightedge 
samples for contracts let on or after 
July 1, 2020. 
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Ride Acceptance Sample Fields 

Field Data Comment 

Date Requested The date the laser profile is being requested. If the test is being requested to be 
performed on 01/01/2020 at 10:00 
AM, enter 01/01/2020. 

@ Time the laser profile is being requested. If the test is being requested to be 
performed on 01/01/2020 at 10:00 
AM, enter 10:00 AM. 

Paving Time Dropdown list to indicate if project paving 
time occurred in the daytime, at night or both. 

 

Design Speed Dropdown list to indicate the roadwayôs 
design speed. 

 

Date Scheduled Date field available upon sample receipt to 
indicate the actual date the test is scheduled 
to be performed. 

If the test is being scheduled to be 
performed on 01/01/2020 at 10:00 
AM, enter 01/01/2020. 

@ Time the laser profile is being scheduled. If the test is being scheduled to be 
performed on 01/01/2020 at 10:00 
AM, enter 10:00 AM. 

Location Info 

Field Data Comment 

Sampled From A free text field to enter the location the 
sample was taken from.  

Acceptable values can be a station 
number (although the Station 
Sampled field represents this too), 
truck mixer, stockpile, etc. 

Road Number A search field connected to the Roadway 
Characteristics Inventory (RCI) database. 
Can be found on the project key sheet. 

It is an 8-digit number usually ending 
with 4 zeros; for example, 87030000. 

Beginning Mile Post A free text field to enter the beginning mile 
post that the material represents. 

For example, if the sample represents 
material from MP 1.003 to MP 1.015, 
enter 1.003. 

Ending Mile Post A free text field to enter the ending mile post 
that the material represents. 

For example, if the sample represents 
material from MP 1.003 to MP 1.015, 
enter 1.015. 

Latitude A free text field to enter the latitude where the 
sample was taken. 

For example, if the sample was 
taken at 21.23568, -81.54321,  
enter 21.23568. 

Longitude A free text field to enter the longitude where 
the sample was taken. 

For example, if the sample was 
taken at 21.23568, -81.54321,  
enter -81.54321. The minus sign is 
important. 

Station Sampled A station formatted field to enter the sample 
location where the sample was taken. 

If the sample was taken from station 
1014+88, enter 101488 and MAC 
will input the + between the 4 and the 
first 8. 

Station From A station formatted field to enter the beginning 
station number that the material represents. 

 

Station To A station formatted field to enter the ending 
station number that the material represents. 

 

Lane A dropdown field to indicate the roadway lane 
that the sample was taken from. 
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Field Data Comment 

Reference Line A dropdown field to indicate the surveyed line 
that was used to designate Station Sampled, 
Station From, Station To, Offset Distance and 
Offset Direction. 

This must be a controlling line of the 
project as shown in the plans. If the 
option used is not listed on the 
dropdown list, select ñOtherò and 
make a comment in the comments 
section describing the reference 
line. It must be a valid survey line 
that can be relocated if needed. 

Offset Distance A numeric field to enter the distance from the 
reference line that the sample was taken.  

 

Offset Direction A dropdown field to indicate if the sample was 
taken to the right of the reference line or to the 
left of the reference line. 

 

Contact Info 

Field Data Comment 

Contact Name A free text field to enter the name of a person 
who can answer questions about the sample 
if questions arise. 

It should be someone with enough 
knowledge about the sample and 
material requirements to answer 
questions from the laboratory 
receiving the sample. 

Cell Phone # A phone formatted field to enter the contact 
personôs cell phone. 

A phone formatted field means if the 
phone number is (555) 123-4567, 
enter 5551234567 and MAC will 
format it for you. 

Office Phone # A phone formatted field to enter the contact 
personôs work phone. 

Only one is required, office or cell. 
When you enter one, then the other 
field is no longer designated as 
required.  

Email Enter the contact personôs email address.  

Comment 

Field Data Comment 

Comment A free form text field to enter additional 
information about the sample that is not 
conveyed in the fields on the login screen. 

 

Document 

Select File Use this option to navigate to the file location 
to upload the document into MAC on the 
sample record. 

 

Description A free for text field to enter additional 
information about the document 
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B. Sample Login Screen Fields for Certification Documents 
 
For samples created to attach a certification, certified test report or certified mill analysis for the 
SMO review, the login screen is brief. 

Field Data Comment 
APL Number Search field connected to the APL.  

Intended Use Free text field to describe the use of 
the product. 

 

Testing Lab This is always defaulted to the SMO 
lab Id (DSM001) so the user does 
not need to make a selection. 

 

Contact Name A free text field to enter the name of 
a person who can answer questions 
about the sample if questions arise. 

It should be someone with enough 
knowledge about the sample and 
material requirements to answer 
questions from the laboratory 
receiving the sample. 

Cell Phone # A phone formatted field to enter the 
contact personôs cell phone. 

A phone formatted field means if the 
phone number is (555) 123-4567, 
enter 5551234567 and MAC will 
format it for you. 

Office Phone # A phone formatted field to enter the 
contact personôs work phone. 

Only one is required, office or cell. 
When you enter one, the other field 
is no longer designated as required.  

Email Enter the contact personôs email 
address. 

 

Comment A free form text field to enter 
additional information about the 
sample that is not conveyed in the 
fields on the login screen. 
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Chapter 4 ς Creating a New Sample from an Existing Sample 
 
A handy feature in MAC is the ability to create a new sample from an existing sample record. This 
can be used for any sample that your company has custody of and is especially helpful for samples 
like the resolution cylinders for structural concrete. The QC Data Entry person can use the QC 
sample to create the QR sample and the VT Data Entry person can use the VT sample to create 
the VR sample. 
 
A. Issues with Creating a Sample from another Sample 
 
Before you attempt to create a sample from another sample, there are a few things you need to 
be aware of when using this function. 
 
1. You cannot create a sample from a sample that was not created by a user in your company. 
For example, a user in the FDOT company profile of District 4 cannot create a sample from a 
sample that was created by a user in the FDOT company profile of District 5. 
 
2. Sometimes when you create a sample from a sample in a different MAC Spec category, type, 
sample purpose or sample level, you may receive an error message about not being able update 
certain fields. 

 
This means that the original sample has a required field and the copied sample does not have the 
field. In this example, the original sample had Intended Use as a required field. The sample being 
created is a different category/ type and the Intended Use is not on the new sampleôs login screen 
so MAC has no place to populate the required data from the old sample to the new sample.  If you 
see this error message, you should create the new sample from a sample that is the same 
category / type or create the sample from scratch. 
 
B. Creating a Sample from another Sample 
 
NOTE: It is helpful to click on the Materials tab to expand it on the sample being copied if the new 
sample has the same MAC Spec as the copied sample. Do this before you perform the next steps. 
 

 
1. On the sample you wish to copy from, select the Create New Sample Login from this Sample 
option. 
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A Create New Sample Login from this Sample dialog box will appear. 

 
2. Material/Specification ï because the header information for the new sample may be different, 
you will need to select the MAC Spec for the new sample.  
3. Make any other changes as needed. 
4. Continue to Sample Information Screen ï select this option to get the appropriate sample 
login screen. 
 
The Create New Sample Login from this Sample dialog box will expand. It will be populated with 
the Sample Info, Testing Lab, Location Info and Contact Info from the original sample. 

 
5. Make changes to the sample information as needed.  For example, if you are using the QC 
structural concrete sample to create the QR sample because the QC and VT did not compare and 
now Resolution samples need to be entered and tested:  
a. Change the Sample level from QC to QR. 
b. Change the FDOT Sample Number from CXX000XQ to CXX000XQR. 
c. Change the Testing Lab from the QC lab to the Resolution lab.  
 
All other information, date sample taken, Lot number, Category / Type, Mix Design, Production 
Facility should remain the same. If the contact person needs to be updated, make those changes 
as well. 
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Any warnings created by this data will be shown at the bottom of the dialog box.  

 
6. Read the warning messages, then click on X on the warning messages to acknowledge them. 
You may need to make changes to the data if the warning message is due to a data entry error. 
7. Select Save or Save and submit. 
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Chapter 5 ς Sample Receipt  
 
Laboratory samples that are not auto-received must be received by a user in the company of the 
laboratory before test results can be entered. The sample can also be returned from the lab to the 
company of person who created the sample, or it can be routed to another lab in the same 
company or a different company. 
 
A. Sample Receipt 
 

 
1. On the sample screen of the sample you want to receive, click on the Laboratory Information 
tab to expand it. 
2. Select on the Acknowledge Sample Receipt option. 
 
An Acknowledge Sample Receipt dialog box will appear. 

 
3. Date Received ï enter the date the sample was received or select it from the calendar feature. 
The sample may have been physically received at the laboratory on a different date than when 
you acknowledge it in MAC. For example, a project person brings the sample to the loading dock 
on Friday after 5:00 PM and you do not get to acknowledge receipt until Monday after 8:00 AM. 
So, you would enter Fridayôs date on the dialog box, not Mondayôs. The system will assign a 
system date when you acknowledge the sample (Monday) but you will enter that the sample 
arrived at the lab manually (Friday). 
4. Comment ï enter any comments, if desired. 
5. Select Save to designate the sample as received. 
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NOTE: The sample status is updated to Submitted for Lab Testing as soon as the person who 
created the sample submits it. The sample status remains as Submitted for Lab Testing until the 
Data Reviewer selects the Submit to FDOT for Verification. To determine if the sample has been 
received or not, you need to look at the Lab Status.  
 
Sample has not yet been received by Lab: 

 
 
Sample has been received and is awaiting testing or is being tested. 

 
Both have the status of Submitted for Lab Testing. 
 
If the received date is entered incorrectly, it can be revised if the sample has not been submitted 
to FDOT for Verification. 

1. Click on the Laboratory Information tab to expand it. 
2. Click on the Update Received Date option. 
 
  



 

Page 26 of 72 

 

 
An Update Received Date dialog box will appear. 

 
3. Date Received ï enter the correct date or select it from the calendar feature. 
4. Select the Save option to save the corrected date. 
 
B. Request Additional Information (User in the company of a lab) 
 
In some cases, the lab has questions. The Request Additional Information allows the laboratory 
to put the sample life cycle on hold and request additional information from the company of the 
user who created the sample. 
 
NOTE: In many cases, phoning or emailing the contact person will be sufficient. If you are not able 
to get the information from the contact person, the Request Additional Information option will allow 
you to designate on the sample that you need additional time to find the information needed to 
begin testing and stop the sample life cycle for the laboratory. 
 

 
1. On the sample screen, you can find the contact personôs information by selecting the Contact 
Information tab to expand it. Here you can see the name, email, and phone number of the contact 
person. 
 

 
2. If you cannot get the information from the contact person and need to request additional 
information, select the Laboratory Information tab to expand it. 
3. Select the Request Additional Information tab. 
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A Request Additional Info dialog box will appear. 

 
4. Comment ï provide a comment describing the information needed to receive the sample and 
perform testing.  
5. Select the Save option to set the laboratory status to Additional Info Required. 
 
The sample status is set to Returned for Additional Information and will remain there until a user 
in the company of the user that created the sample responds to your request.  
 
C. Respond to Additional Information Request (User in the company that created the sample) 
 
If the laboratory returns a sample for additional information, any user in the company of the user 
who created the sample can respond. 

 
1. On the sample screen of the returned sample, click on the Laboratory Information tab to expand 
it. 
2. To see the labôs comments for the request, select the View Additional Information Comments 
option. 
 
An Additional Information Comments dialog box will appear. 

 
3. Read the request. You may need to contact the contact person for the lab shown on the 
Additional Comments dialog box for clarification. 
4. To close the dialog box and return the sample screen to respond, select the X on the top right 
corner of the dialog box. 
 
 

 
5. Click on the Submit Additional Info option to respond. 
 
  




























































































