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How to Log-in 

Registered participants in any of the schemes will receive an e‐mail (Figure 1) from the 

Data Reporting Website similar to the following: 

The log-in can be T 
Figure 1 

The log-in can be used to report data for any of the schemes. Left-click on the website link 
in the email from the Data Reporting Website. Each participating laboratory may have 
multiple users within their organization registered with a unique log in and password, 
provided they have different e‐mail addresses. To request a log in for additional users 

please contact pt@aafco.org. Be sure to include your AAFCO lab code number in the e‐
mail request.  

Enter your Log-in and password then click the “LOG IN” button (Figure 2). If you forget your 
log-in or password, you can “Click here to retrieve them” found at the bottom of the screen. 

 

Figure 2 

Note: You can cut and paste the log in and password from your e‐mail message. 

-----Original Message----- 

From: AAFCO Proficiency Testing Data Reporting Web Site 

[mailto:web@assochq.org] 

Sent: Tuesday, October 31, 2016 7:35 AM 

To: Participant email account 

Subject: User Account Created 

Dear Participant, 

An account has been created for you on the AAFCO Proficiency Testing Data 
Reporting Web Site. Your login information is below. Please contact AAFCO 
Proficiency Testing Program Manager at pt@aafco.org if you have any 
questions. 

Go to http://www.aafco.org/ptp-sample/application/ 

Login: Log-in ID 

Password: ###### 

mailto:pt@aafco.org
mailto:[mailto:web@assochq.org]
mailto:pt@aafco.org
http://www.aafco.org/ptp-sample/application/
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Opening Page 

There are six tabs that access pages and one tab to log out (Figure 3). Move between 
pages by clicking on the tabs (Rounds, Reports, Shipments, User Admin, Lab Admin, 
Information or Log Out) at the top of the page. 

 

Figure 3 

Rounds Page  

This page is used to enter data for current (Active) round (Figure 4). Archived rounds are 
also available for review. Once the due date for a specific round has passed, it will be listed 
in the “Archived Round” screen. To view the label for a specific test item left‐click on the 

test item name in the “Test Item Name/Label” column.  

To report data for an active round, left-click on “DATA SUBMISSION AND RECEIPTS” in 
the “Options” column.  

 

Figure 4 
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To enter data, start with the white box in the “Method Code” column (Figure 5).  The method 

code list can be viewed by clicking the "view list" link in the first column heading. Start typing 
in the method code and a drop‐down list appears for selection. 

Data Submission 

 
Figure 5 

Use the mouse or tab to the Result 1 field to enter results (Figure 6). Be sure to verify that your 
result is calculated in the AAFCO unit shown to the right of the Result 2 field. The result can 
be entered as a whole number (i.e. 123) or as a decimal number with up to four decimal places 
(12345.1234).  

 
Figure 6 

 
If you type in an incorrect method code, a pop-up box will appear (Figure 7), the box will have 
a red background (Figure 8), or an alert banner pops up on the screen (Figure 9). 

 
Figure 7 

or 

 
Figure 8 

or  

 
Figure 9 
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When Method Codes are entered correctly the background is lime green (Figure 10). 

 

Figure 10 

You can add and delete rows with a left-click on “DELETE ROW” in the “Options” column 
(Figure 11).  Caution:  Deleting a row that has been saved or submitted will delete the stored 
data.. 

 
Figure 11 

 

Entering less than (<) the Limit of Detection (LOD) 

If your result is below your limit of detection (LOD), enter the result as “<##.##” (Figure 12). 
Results reported as “less than” are not included in the statistical evaluation.  

 

 

Figure 12 

 

You also have the option to upload your data in spreadsheet format. Pictures of the entry 
template are below (Figures 13-16). File uploads are considered submitted data. 

 

Figure 13 

 

Figure 14 



 

AAFCO Proficiency Testing Program MAN-003 R.03 Page 7 of 11  

 

Figure 15 

 
Figure 16 

 

Submit the Data:  

To submit data, left-click the SUBMIT button (Figure 17). You may change the data that 
has been submitted up until the reporting deadline (the 15th of every month, 11:59 PM US 
Central Time). The reported data is locked when the reporting deadline passes and can 
no longer be changed by participants or the AAFCO Proficiency Testing Program 
personnel.  

 
Figure 17 
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Note: A yellow banner will pop up indicating that you have submitted your data (Figure 
18). 

 

 

Figure 18 

 

At the bottom of the page is the Activity Receipts (Figure 19 & 20). These are reports that show 
what was saved or submitted. We suggest that you save the PDF report for future reference.  

 
Figure 19 

 

 

Figure 20 

 
Report Tab 

On the last day of the month the reports are issued, you will receive an email indicating that 
the reports are available. Reports are accessible on the REPORT tab. Left-click on “VIEW 
REPORTS” in the “Options” column (Figure 21). 

 

Figure 21 
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The screen view will list the reports and report cards (Figure 22). Left-click on each of the 
report names for a PDF. 

 

Figure 22 

 

Shipments Tab 

The screen view lists the Test Items that have been shipped (Figure 23). Left-click on the 
“VIEW DETAILS” in the “Details’ column to view additional shipping details. 

 

Figure 23 
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User Admin Tab 

The screen view allows the user to update his/her email address and change his/her 
password (Figure 24). 

 

Figure 24 

Lab Admin Tab  

The screen view allows the user to update shipping address and recipient information 
(Figure 25). 

 

Figure 25 
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Information Tab 

This tab provides the contact information for reaching the Proficiency Testing 
Program and links to documents and spreadsheets (Figure 26). 

 

Figure 26 


