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lltop Sampler - Totara Reserve Sampling

Overview:

This Standard Operating Procedure (SOP) covers the process undertaken within Hilltop Sampler (Sampler) to
create scheduled sample run(s) from Totara Reserve. Note that the staff member must have access to Hilltop
Sampler.

Below is a flow diagram explaining the process to be followed:

You are looking
at the wrong
S0P

YES NO
Start Hilltop sampler | Am i collecting a new scheduled sample

l L

From the left hand pane
select RUNS [1]

I

Totara Reserve - Camp Rangi Quarterly I—

Totara Reserve - Kereru Campground

Campground

From the RECURRING J
RUN [3]drop down box
select the correct run

Totara Reserve Weekly- Kareru
Campground

From the left hand pane Quarterly |7
select ADD NEW RUN [2] Totara Reserve - Kakahitea
Campground Quarterly .| Enter the PROPOSED .| Select BUILD A NAME
"] SAMPLING DATE [5] " [6]
l Totara Reserve Weekly - Camp Rangi |7
Totara Reserve Weekly- Kakahitea |7 ¥

NN

Select BUILD THE RUN
[71

Alternatively select CLOSE
to go back to the main
screen. Then select RUNS | Record the sample numbers |
to list the created runsto | from this window.
find the one you selected

[9]

Collect the Sample ID labels for the
Environment Data Office.
Fill out the run book with the correct
information.
Collect the Samples

Select SAVE [8]

Screenshots of the process are shown below. The numbering refers to the steps in the flow diagram above.
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& - Sempler
File Eat Dsta View Help
Runs R Find |
[ view Runs uns ‘
(@) simple View (O Detailed view Run Name Run Date Status
Totars Reserve Weekly - Camp Rangi on 15 Nov-2022 15 Now-2022 Pending
Project | Drinking Water - Totara Reserve ~] Totara Reserve Weekly - Kereru Campground on 15-Nov-2022 15-Nov-2022 Pending
= Totara Reserve Weekdy - Camp Rang on 22 Nov-2022 22 Nov-2022 Pending
Totars Feserve Weekdy - Kahikates C. on Pending
Totara Reserve Weekdy - Kerens Camparound on 6 Dec 2022 ‘6 Dec 2022 Pending
3+ rganiewrun D Totara Reserve Weekly - Camp Rangi on 13.Dec 2022 13 Dee.2022 Pending
Totara Reserve Weekly - Kahikatea Comparound on 20 Dec-2022 20 Dec 2022 Pending
- Totara Feserve Weekly - Camp Rangi on 24-Dec-2022 24 Dec-2022 Pending
(2] Print Labels Totara Reserve Weekly - Kahikatea Campground on 29-Dec-2022 23 Dec-2022 Pending
] Print Fieldsheet Totars Feserve Weekly - Kereru Campground on 3-Jan-2023 3-Jan-2023 Pending
5 Print Lab Submission Form Totars Reserve Weekdy - Camp Rang on BJan 2023 Bdan-2023 Pending
Totara Reserve Wk - Kahikate Camparound on 13Jan-2023 134ar 2023 Pending
Totara Reserve Weeky - Kerens Camparound on 18-Jan 2023 184an 2023 Pending
Totara Reserve Weekdy - Camp Rang on 23Jan-2023 233an 2023 Pending
Totars Reserve Weekly - Kahikatea Camparound on 31-Jan-2023 31dan 2023 Pending
Totara Reserve Weekly - Kerens Camparound on 7-Feb 2023 7Feb-2023 Pending
Totara Reserve Weekly - Camp Rang on 14 Feb-2023 14Feb2023 Pending
Totara Reserve Weekly - Kahikatea Camparound on 21-Feb-2023 21 Feb2023 Pending
Totars Reserve Weeldy - Kerens Camparourd on 28-Feb 2023 28Feb 2023 Pending
Toters Reserve Weekdy - Camp Rangi on 7-Mar-2023 7-Mor 2023 Pending
Totars Reserve Weekly - Kahikatea Campground on 14-Mar 2023 14-Mer 2023 Pending
Totars Reserve Weeldy - Kerens Campgrourd on 21-Mar-2023 21Mar 2023 Pending
Totara Reserve Weekly - Camp Rangi on 26-Mar-2023 28Mar-2023 Pending
Totara Reserve Weekly - Kahikates Camporound on 4-fpr-2023 4-Apr2023 Pending
Totara Reserve Weekly - Kerens Campground on 11-Apr-2023 11-Apr2023 Pending
‘Sampaas
Build from & Recurring Run 3
Totara Reserve - Exceedance Sampling 4 w Close
I
1 Help

Proposed sampling date | 17-MNov-2022 5

6 [auida name |

Name of the run | frotara Reserve - Exceedance Sampling on 17-Mov-2022 (TES

name for vou,

Choose a name for the run thatis uniqgue. You may like to put a date in
the name to help make the name different from other names. Click the
Build @ Mame button if you are using a recurring run. This will make a

7

Build the run
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Run Name

Add New ...

Run Details

Date | 17-Nov-2022

[] all 5amples Lab Fitered

[ Archive resuits on arrival

Project | Drinking Water - Totara Reserve

Comment

Daly sampling due to exceedance of requlated micro resuts

Sites

Site Name
Totara Reserve Water Supply

Camp Rangi at Totara Reserve

Kahikatea Camparound at Totara Reserve
Kereru Campground at Totara Reserve

Add Sites ...

Sample Information for Totara Reserve Water Supply

Total Run Cost: $0.00

Save 8 I

Redo Costs

Help

When you select save sampler
gives each sample is unique
number. You can record them
from this panel

Alternatively you can select

TestName

{Micro) E. Coli (24 Hours)
(Micro) Total Coliforms (Drinking Water MPN)

Lab Sample ID

Central Environmental Labora

Central Environmentsl Labora| | Add Tests ...

close and go back to the main
screen.

<

[]Lab Filtered

Number of Botte Labes | |
> | Total Sample Cost: $0.00

Then select runs to list all of
the runs to find the one you

Sample Detals

created

Project | <Same as the run>

Quote Number | <Same as the run=>

Advanced...

Comment

Runs

=| View Runs

(®) simple View (O) Detailed view

Project | Drinking Water - Totara Reserve

Status | <Active>

V|f

=)+ Add Mew Run

Forms and Labels

=] Print Labels
=] Print Fieldsheet
=| Print Lab Submission Farm

Select this project name from the
drop down list to filter and make it
easier to spot your sample run

Runs Find
Run Name Run Date Status
Totara Reserve Weekly - Camp Rangi on 15-Mov-2022 15-Nov-2022 Pending

Totara Reserve - Exceedance Sampling on 17-Nov-2022 (TEST) 17-Novw-2022 Pending

LG C R L=y e 1 AT 4 R iy o

29-Nov-2022

Totara Reserve Weekly - Kahikatea Campground on 25-Nowv-2022 Pending
Totara Reserve Weekly - Kereru Campground on 6-Dec-2022 6-Dec-2022 Pending
Totara Reserve Weekly - Camp Rangi on 13-Dec-2022 13-Dec-2022 Pending
Totara Reserve Weekly - Kahikatea Campground on 20-Dec-2022 20-Dec-2022 Pending
Totara Reserve Weekly - Camp Rangi on 24-Dec-2022 24-Dec-2022 Pending
Totara Reserve Weekly - Kahikatea Campground on 29-Dec-2022 29-Dec-2022 Pending
Totara Reserve Weekly - Kereru Campground on 3-Jan-2023 FJan-2023 Pending
Totara Reserve Weekly - Camp Rangi on 8-Jan-2023 8-Jan-2023 Pending
Totara Reserve Weekly - Kahikatea Campground on 13-Jan-2023 13-Jan-2023 Pending
Totara Reserve Weekly - Kereru Camparound on 18-Jan-2023 18-Jan-2023 Pending
Totara Reserve Weekly - Camp Ranai on 23-Jan-2023 23Jan-2023 Pending
Totara Reserve Weekly - Kahikatea Camparound on 31-Jan-2023 I-Jan-2023 Pending
Totara Reserve Weekly - Kereru Camparound on 7-Feb-2023 7-Feb-2023 Pending
Totara Reserve Weekly - Camp Ranai on 14-Feb-2023 14-Feb-2023 Pending
Totara Reserve Weekly - Kahikatea Campground on 21-Feb-2023 21-Feb-2023 Pending
Totara Reserve Weekly - Kereru Camparound on 28-Feb-2023 28-Feb-2023 Pending
Totara Reserve Weekly - Camp Rangi on 7-Mar-2023 7-Mar-2023 Pending
Totara Reserve Weekly - Kahikatea Campground on 14-Mar-2023 14-Mar-2023 Pending
Totara Reserve Weekly - Kereru Campground on 21-Mar-2023 21-Mar-2023 Pending
Totara Reserve Weekly - Camp Rangi on 28-Mar-2023 28-Mar-2023 Pending
Totara Reserve Weekly - Kahikatea Campground on 4-Apr-2023 4-Apr-2023 Pending
Totara Reserve Weekly - Kereru Campground on 11-Apr-2023 11-Apr-2023 Pending
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File Edit Data View Help I
S Run Properties A | L[] 20226322 20226323 (20226324 " 20226325
Name Totara Reserve - Exceedih...
Dote ov20220000Jf Totara Reserve Water Supply 10
Status Pending | |
Cost = = esult Units
_ Project - Drinking Water - Totara Res... (Micro) E. Co (24 Hours)
B Sample Properties (Micro) Total Colforms (Drinking Water MPN)
Sample 1D 20226322
Date
Status Pending
Cost -
Project Drinking Water - Totara Res...
Cost Centre <Not set>
eFom Standard Data Entry
Fieldsheet Standard Feldsheet
Field Data Entered | False
Lab Fitered False
Bottle Labels v
Save Cancel Close
Display
View the Lab Results with:
(@Field Data O Archive Graphs
Edit the Field Data
View the PDF from the Lab
Erim | EOGER Ste: Totara Reserve Water Supply
Reset the cost code and forms Sample Number: 20226322 Project/Job: Drinking Water - Totara Reserve /
Crange the s rae o te sanple e samsady [ v earine
! - | collected —
Make File for Drinking Water Online Tracking Number Lab Sheet Number
Consent #
Source Type O Ground water_O air_O surface water_O Waste water_O Soil_O Cosstal water_O Other
Map Ref
Sample Paint O oot O run O rife_O sesch O Fipe 0ic_O othes

Once you have completed the field-book collect the sample labels from the in-tray. These is located near the printer
in the Hydro office area.

Any issues find the Discrete Water Quality Portfolio holder (Darren).

© Horizons Regional Council 2024

regionalcounci] — 1



