
Create a Sampling Event (1 of 8)

1. From your homepage, click the “Testing” tab.

2. Click the “Sampling Events” subtab. 

3. Click “Create a Sampling Event”.

Note: You must create a Sampling Event each time you’ve arranged a sample and test before a 
harvest. You will receive a “Reminder to Document Sampling Activity” email notification 30 
days prior to your anticipated harvest start date as a reminder to enter your sampling activity in 
HeMP. 

4. Verify that you have completed the requirements shown in the pop-up. Click “Proceed to 
Sampling Event Setup Assistant”. 
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Create a Sampling Event (2 of 8)

5. Fill out the informational fields in the “Sampling Event Setup Assistant” pop-up. Note: 
These answers cannot be changed after you start the Sampling Event. 

6. Click “Continue”. 

7. Search for your chosen Sampling Agent whom you have already coordinated and confirmed 
with: 

A. Select the State where your Lots are located

B. Sampling Agent First Name

C. Samling Agent Last Name 

8. When you have finished putting in your desired criteria, click “Search”. If you have 
additional criteria that you would like to use to find your results, see Step 9.
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Create a Sampling Event (3 of 8)

9. Click on “Advanced Search” to find more specific and exact results. 

10. Click “Search”.

11. Scroll down to view your search results. Select your chosen Sampling Agent by clicking the 
circle next to their name. 

12. If you need to change your selection, click on the “X” next to the Sampling Agent’s name. 

13. Once you have the correct Sampling Agent, click “Save and Next”. 

Note: If you would like to save your progress and complete the creation of the Sampling Event 
later, click “Save and Exit”. Your incomplete Sampling Event can be found in the “Draft 
Sampling Events” on your homepage under the “Testing” tab and “Sampling Events” subtab. 
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Create a Sampling Event (4 of 8)

14. Search for your chosen Testing Lab whom you have already coordinated and confirmed 
with: 

A. Testing Lab Name

B. Select the Testing Lab State

15. If you have additional criteria that you would like to use to narrow down your results, click
on “Advanced Search” and fill out the informational fields. 

16. When you have finished putting in your desired criteria, click “Search”.

Note: As you progress through creating a Sampling Event, you can see the summary at the top 
of the page including event details, steps you have completed, and the current step you are on.  
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Create a Sampling Event (5 of 8)

17. Scroll down to view your search results. Select your chosen Testing Lab by clicking the 
circle next to their name. 

18. If you need to change your selection, click on the “X” next to their business name. 

19. Once you have the correct Testing Lab, click “Save and Next”. 
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Create a Sampling Event (6 of 8)

20. Click “Add Growing Lot”. Note: Multiple growing lots can be added here if the sampling 
agent is going to sample multiple lots at the same time. 

21. Fill out the pop-up informational fields for the growing lot you are scheduling the Sampling 
Event for:

A. Lot Number

B. Harvest ID

C. Reason for Sampling

D. Sampling Acreage: If this is “Same as Reported Acreage”, skip to Step 22. 

E. Updated Sampling Acreage 

F. Explanation of Discrepancy 

22. Click “Save”. 
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Create a Sampling Event (7 of 8)

23. Click “Save and Next”. 

24. Review the Sampling Event information on the “Confirmation Page” before submitting your 
Sampling Event. If you need to change anything, navigate to the appropriate section and 
make edits there by clicking “Back”. 

25. When you have confirmed the information is accurate, click “Submit”. 
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Create a Sampling Event (8 of 8)

26. A “Thank You” notification will confirm that your information has been received and you will 
see your Sampling Event details in a read-only version. You will receive a “Sampling Event 
Received” email notification confirming that your sampling activity has been submitted and 
that the Sampling Event details have been sent to your chosen Sampling Agent. 

Note: You can come back to this Sampling Event record anytime from your homepage. Click
the “Testing” tab, click the “Sampling Events” subtab, and it will be under the “Submitted 
Sampling Events”. You will receive a “A New Sampling Event is Available to You” email 
notification when your Sampling Agent has submitted the Sampling Event, so that you can 
access and review the details in HeMP. 
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