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Cotton Petiole - Creating a New Sample Order 

In the Sample Orders section of the Home toolbar Click on the New Sample Order button. 

 

Three options appear: 

 Single Depth: Same Farm, multi-paddock 

 Single Depth: Multi-Farms, multi-paddock 

 Single and Multi-Depth: same farm and paddock 
 

  

Single Depth: Same Farm, multi-paddock 

This selection allows same depth samples for the same farm over multiple paddocks to be ordered. 

a. Click on Single Depth: Same Farm, multi-paddock and the Lab Test Prelogged page appears:  

 
  

b. Click in box next to  Description  - complete 

c. Click in box next to Purchase Order No.  – complete 
 
Note - once the purchase order no. has been completed you will be able to select a laboratory 
from the drop down box 

d. Click the drop down arrow in Laboratory to bring up the list of laboratories available - Click on 
the relevant laboratory. 

e.  To choose a Trading Name - click Select - a list of Trading Names will appear. 
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f. Click on the arrow next to the Trading Name to open up farms and click on selection to 
highlight the selected farm.   

 

g. Click OK and the Trading Name and Farm details are automatically filled on the Lab Test 
Prelogged form. 

Note:  Crop Info - when doing tissue/leaf or petiole tests this must be entered.  

h. Click Add Sample  

 

i. Enter Barcode (number found on sample bags) 

j. Check the pre-populated data (remembered from previous sample test logs) Sampling Date; 
Growing Season; Growing Year 
 
Note:  latitude and longitude is optional 

Note: for Cotton petiole tests – do not enter an evaluation table 

k. Click the drop down arrow in Product to select the test code 
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l. Click Save Changes 

 

m. If you have another sample click Add Sample and repeat Steps h to l above.   

Note:  If another paddock is to be selected click the drop-down box next to paddock 

There is no limit to the number of samples that can be added. 

n. Once you have completed entering all your samples – Click Save and Upload 

 

 

o. Sample Order Form Preview appears.  Click green arrow to move to Sample Information Form.  
Select Print/Export/Email – as required. 
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p. Press Red X (top right hand side of Order/Information Form) to close the sheet down and 
return to SoilMate screen. 

 

 

 

Cotton Petiole : 2nd and Subsequent Sample Logging 

Repeat the procedure when logging, importing and completing the Cotton Petiole Report for the 
second and subsequent samples from the same paddock. 
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Leaf Blade - Creating a New Sample Order 

In the Sample Orders section of the Home toolbar Click on the New Sample Order button. 

 

Three options appear: 

 Single Depth: Same Farm, multi-paddock 

 Single Depth: Multi-Farms, multi-paddock 

 Single and Multi-Depth: same farm and paddock 
 

  

Single Depth: Same Farm, multi-paddock 

This selection allows same depth samples for the same farm over multiple paddocks to be ordered. 

a. Click on Single Depth: Same Farm, multi-paddock and the Lab Test Prelogged page appears:  

 
 

  

b. Click in box next to  Description  - complete 

c. Click in box next to Purchase Order No.  – complete 
 
Note - once the purchase order no. has been completed you will be able to select a laboratory from the drop down box 

d. Click the drop down arrow in Laboratory to bring up the list of laboratories available - Click on 
the relevant laboratory. 

e.  To choose a Trading Name - click Select - a list of Trading Names will appear. 
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f. Click on the arrow next to the Trading Name to open up farms and click on selection to 
highlight the selected farm.   

 

g. Click OK and the Trading Name and Farm details are automatically filled on the Lab Test 
Prelogged form. 

Note:  Crop Info - when doing tissue/leaf or petiole tests this must be entered.  

h. Click Add Sample  

 

i. Enter Barcode (number found on sample bags) 

j. Check the pre-populated data (remembered from previous sample test logs) Sampling Date; 
Growing Season; Growing Year 
 
Note:  latitude and longitude is optional 

Note: for Cotton leaf blade tests –enter the evaluation table for “Youngest mature leaf blade (all growth stages)” 

k. Click the drop down arrow in Product to select the test code 
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l. Click Save Changes 

 

m. If you have another sample click Add Sample and repeat Steps h to l above.   

Note:  If another paddock is to be selected click the drop-down box next to paddock 

There is no limit to the number of samples that can be added. 

n. Once you have completed entering all your samples – Click Save and Upload 

 

 

 

o. Sample Order Form Preview appears.  Click green arrow to move to Sample Information Form.  
Select Print/Export/Email – as required. 



Cotton Petiole/Leaf Blade SoilMate User Guide 

 Back Paddock Company ©2012 Page 8 
PO Box 823, Cleveland . NSW . 4163 

Tel:  1800 557 166  Fax: (07) 3821 3544  info@backpaddock.com.au 

www.backpaddock.com.au 

 

p. Press Red X (top right hand side of Order/Information Form) to close the sheet down and 
return to SoilMate screen. 
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Lab Result 

When results are received by email it is suggested that you save the laboratory results into an easily 
identifiable area on your computer e.g. My Documents\SoilMate Lab Results or C:\SoilMate\Lab 
Results. 
 
Importing Lab Test Result 

a. On the  Home tab, Click Import Lab Result.    

 

b. Select the file.  click Open. 

 

 

c. The Lab Results will be displayed.  Click Import 
 
Note:  If you do not want to import a result, remove the appropriate tick box in the Import column. 

Note:  Status “Pre-logged match to Barcode” will display if you have previously pre-logged your sample through 
SoilMate.  If you have not pre-logged Status “OK” will display 

 

d. The following message will be displayed if the import has been successful. Click 
OK. 

 

e. If you have Pre-logged your tests in SoilMate, the results will automatically be recognized 
and matched.  On the bottom right of the screen - Click on Lab Test Processing – All.  Tests 
can be found in the Lab Tests Matched and Lab Tests –All tabs and are ready for 
Interpretation. 
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f. If you have not Pre-logged your tests in SoilMate - the results will be imported but cannot 
be interpreted until the Pre-logging step is completed. These results can be found in the 
Unmatched Lab Tests folder. 

 

 Attaching a Lab Result to Pre-Logged Lab Test Result 

a. Click on Unmatched Lab Tests to view in right hand side of page.  All lab results that are 
unmatched to pre-logged samples can be found in this tab.    

 

b. Click on the relevant barcode to be attached to a Pre-logged Lab Test.  Click Attach Pre-
logged Lab Test 
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c.  A list of Logged Samples will be displayed.  Click on the relevant pre-logged lab test. Click 

OK.  The test will now display in the Lab Test Matched and Lab Tests – All tabs. 
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Download New Lab Result 

Directly into SoilMate - this option is only available until 11pm on the day that the results become 
available 

Note:  if you download your results at this point you will not receive the email with your lab results 
and analysis report attached 

1. Click Download New Lab Result. 

 

2. Click Import 

Note: Only Lab Results from the Available folder (SoilMate Web) will be downloaded.   

To access and manually download results from the Archived folder you will need to login to the Back 
Paddock Website www.backpaddock.com.au 
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Manually Download Results 

To manually download lab results: 

1. Go to www.backpaddock.com.au. 
 

2. At the top right of the screen Click Login to SoilMate 

 
 

3. Enter the Username(email address) and your Password. 

 
 
4. Click on SoilMate User Account, then click Lab Tests (Delivery and Download) 
 

 

 

 

 

 

 

 

5. Click Available (for new results) or Archived (for previously downloaded results). 
6. Tick required results.  
7. Click Download Test(s). 
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8.  Click Save and save to where you keep your soil test results.  

(Helpful Tip - create a Lab Results Folder to store your results) 
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 Unblocking Soil Test Results 
[in Soilmate Web] 

Soil Tests can become blocked for one of the following reasons. 

 There is no Purchase Order ( PO ) 
 PO was not pre-logged 
 PO was not supplied by you when pre- logging 

 The PO has been under filled. 
 Not all tests ordered have been delivered 
 Discrepancy between the number of tests on the purchase order and/or Sample 

Information Form and/or samples delivered to the lab 

 No matching PO 
 PO was supplied but not the same as on the Sample Order Form 
 PO supplied but entered incorrectly by the lab 

 The PO has been over filled. 
 Discrepancy between the number of tests on the purchase order and/or Sample 

Information Form and/or samples delivered to the lab 
 

A blocked lab test will only become unblocked when identical matching occurs. 

If the error is in the logged PO, then the user has the capability to correct the PO to match 
the delivered lab tests. 

1. Go to www.backpaddock.com.au. 
 

2. At the top right of the screen.  Click Login to SoilMate 

 
 

3. Enter the Username(email address) and your Password. 
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4. Click on SoilMate User Account, then click Lab Tests (Delivery and Download) 
 

 

 

 

5. In the Summary Box click on Blocked to reveal the blocked tests 
 

 

 

 

 

 

 

 

6. Click on the Purchase Order No 
 

 

 

 

 

 

 

 

 



Cotton Petiole/Leaf Blade SoilMate User Guide 

 Back Paddock Company ©2012 Page 17 
PO Box 823, Cleveland . NSW . 4163 

Tel:  1800 557 166  Fax: (07) 3821 3544  info@backpaddock.com.au 

www.backpaddock.com.au 

 

No Purchase Order ( PO ) Entered 

7. Click Add PO Detail which enables you to enter the PO manually. 
 

 

 

 

 

 

 

 

8. Double-check: 
 the Purchase Order Number (PO No.) is correct according to your paperwork 
 the Lab Test PO No. matches your PO No. 
 the BarCode is reflecting the correct Test Code 
 the correct number of tests ordered and delivered are reflected 
Note:  if details are incorrect contact HelpDesk on 1800 557 166 
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9. Once all the double-checking has been done and the information is correctly reflected then 
click Log PO : Same as Lab Tests Received; then click Finish 

 

 

 

 

 

 

 

 

 

 

 

 

10. The following Message will appear – if you are satisfied your information is correct – click OK 
 

 

 

 

 

 

11. Click Finish  
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12. Results will now be available to Download.  To download test results click Download Test(s) 
– the available tests are automatically selected with a tick 

 

 

 

 

 

 

 

 

 

13. Click Save and save to where you keep your soil test results. 
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No Purchase Order ( PO ) Over/Underfilled 

The situation may be due to: 

a) Laboratory error. In this case ring the Help Desk, 1800 557 166 , who will get the 
laboratory to sort out the problem. 

b) User error. In this case select the test which has been overfilled and click on the test code. 
The following screen will appear:  

 

  

 Go to the Quantity and change the number and the PO will then match. 
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Payment of Soil Tests Results 

When soil tests are available you will receive an email. This e mail alert is sent out during the 
night of the day that the soil tests are received into the SoilMate system. 

  
14. Go to www.backpaddock.com.au. 

 
15. At the top right of the screen.  Click Login to SoilMate 

 
 
16. Enter the Username(email address) and your Password. 

 
 
17. Click on SoilMate User Account, then click Lab Tests (Delivery and Download) 
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18. Once lab tests have been checked click Proceed to Payment 

 

19. A screen to confirm payment will appear. This screen gives you the opportunity to confirm 
payment or to cancel and return to lab tests. 

 
 A screen to confirm payment will appear. This screen gives you the opportunity to confirm payment 

or to cancel and return to lab tests. 

  
20.  Upon successful payment the following screen will appear: 
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21.  With successful payment the following email is sent immediately: 
 

  

The attachment in the above email will look like this: 
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New Cotton Petiole Report 

This button can be found in the Data tab of the main toolbar. It allows a Cotton Petiole Report of the 
laboratory results to be created in Excel. 
 

  
 

1. Click Cotton Petiole Report and the Export to Excel Report Wizard screen appears.    
2. Tick to Select the required Trading Name, Farm and Paddock 
3. Select the Filter Sample Date Range (from and to) 
4. Click Next 

 

5. Enter your nearest Weather Station at MET Station 
6. Enter the DayDegree  

Cotton Growth Stage Day Degrees:   http://cottassist.cottoncrc.org.au 

7. Click Next 
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8. Add the DayDegree and Nitrogen rate (if applied).  Click Finish 
Note:  If no Nitrogen added leave blank.   
 

 

9. Give the Excel document a name.  Save.   

 

10. Open the Excel document to receive the report – Tab for N Report and tab for NPK Report (scroll down for 
P and K) 
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Cotton Petiole Report: 2nd and Subsequent Sample Logging  

 

1. Enter your nearest Weather Station at MET Station 
2. Enter the DayDegree  

Cotton Growth Stage Day Degrees:   http://cottassist.cottoncrc.org.au 

3. Click Next 
 

 

4. Add the DayDegree and Nitrogen rate (if applied).  Click Finish 
If no Nitrogen added leave blank 
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5. Open the Excel document to receive the report – Tab for N Report and tab for NPK Report (scroll down for 
P and K) 
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New Leaf Blade Report 

This button can be found in the New Interpretation section of the Home tab of the main toolbar. It allows an 
interpretation of the laboratory test to be created 

 
 

1. Click New Interpretation and a screen of all the Matched Lab Tests appears.   Select the required 
Matched Lab Test and click OK. 

 
 

2. Give the Interpretation a name.  The remainder of the details will be auto-populated.  Click Next 
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3. Enter the Sowing Date. Click Finish 

 

4. The Evaluation Tab to the Interpretation is displayed. 

 

5. Go to Details & Reports Tab.  Select Quick Report.  Click Preview 

 

6. Click OK on the Report Title.  
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7. Click on Up and Down arrows to move between pages 
 

 

8. After evaluating the results and sufficiecy ranges.  Click X (in the top right hand corner to close the report 
down).  Click on the Evaluation tab.  Enter your recommendation into the Comments section at the 
bottom of screen.  Once complete – click Details and Report tab for final report.   
 

 

9. Preview/Print/Export Report as required. 


