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Section 1: How to Start a Sample Record 

Applicable Roles: 

1. Materials Regional Coordinators 

2. District Materials Supervisor & Office Coordinator 

3. Project Engineer - Supervisor 

4. Project Inspector 

VIEW SAMPLE RECORDS 

NOTE: This Sample Record screen may be in a different location based on your Role: 

Click on the Home Page. 

Click on Sample Records. 

(1-1) 

This takes you to the Sample Record Overview Page. 

(1-2) 

If you do not have access to this screen, please contact your System Administrator for assistance. 

Section 1 
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AWP Questions: 

dohawpmaterials@wv.gov 

w+w .,. 9 <!) 
Actions Help Log off 

on this page: Construction Materials Materials Worksheets Materials Reference Data System Administration 

PROJECT Materials Regional Coordinators User (Materials) 

v Matenals €} 
Daity Source Reports 

Mix Design 

Sample Records 

v Construction €} 
Change Order 

Contract Administration 

Contract Progress 

v Sample Record Overview 1111 .,. Q 

Q Type search criteria or press Enter 8 

Sample ID 

AFost20240214073140 

Material Code 

401 .002.001.03 

AF ost202402140 72456 

401 .002 001 .03 

Sample Date Sort • SllovMlg so of 16144 

Lab Reference Number 

C012ARF 

Material Full Name 

Wearing 1 Skid Asphalt Mix, Marshall 

M010ARF 

Wearing 1 Skid Asphalt Mix, Marshall 

Sample Status 

OCIQAD - Pass 

Sample Date 

0211412024 

Complete 

0211412024 

o marked for deletion o changed 
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START A SAMPLE RECORD 

Click on the ▼ (to the right) of Save. 

Click Add Sample. 

(1-3) 

This takes you to the Add Sample Record Page. 

GENERAL TAB 

Enter all the information shown below (in Yellow - REQUIRED). 

The Green Fields MAY be used based on the Sample Type and your District’s workflow. 

If you have the information, you can fill in the Green Fields. If you do NOT have the 

Information to fill in the Green Fields, or the information is not applicable, leave it Blank. 

Once the information has been Entered, click Save. 

(1-4) 

Section 1 
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AWP Questions: 

dohawpmaterials@wv.gov 

v Sample Record Overview Ill ...,. @ 

Q Type search criteria or press Enter 8 Sample Date Sort • ShoVMg so or 16 144 

Actions 

Add Sample 

X 

v Add Sample Record Ill ...,. @ 

General Lab Reference Number 

C423456 

Material Code • Name 

Q 601 003 005 02 

Concrete, Class D, With Fly Ash, Slag Cemen~ 
Natural SCM 

Field Technician 

Q Farley, Tabitha 

CD Smith 

Sample Size 

5,0 

Sample Size Units 

CUYD • Cubic Yards -

v Remarks 

,Ype • Remark * 

Sample Date • 

01/20/2024 

Sample ,Ype 

Q QC 

Quality Control 

□ 

Acceptance Method 

Q TR 

Test Results 
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If you have more than One (1) Test assigned to a single Lab Reference Number (i.e. Field Tests), 

Enter those Test Numbers as follows: 

In this Example, the -02 is the Sequence or Load Number, the F denotes the Field Test and 

the L denotes the Lab Tests). 

NOTE: The Lab Reference Numbers are assigned by the District Construction Engineer or 

their Designee. 

For example, Class B (or any other Mix Designs), use the following format to distinguish between 

the Field and Lab Samples: 

C1B0239-F – For Field Test (Slump and Air) 

C1B0239-L - For Cylinder Breaks 

NOTE: The Materials Control Section will NOT reject Sample Records based on Lab Reference 

Number Convention. 

Once you click Save, additional Tabs and Fields will appear on the Sample Record. 

(1-5) 

NOTES: If the Material Tester does NOT appear in the list of choices, Enter the 

Tester’s name under Remark* in the Remarks Section (bottom of the page). 

If you do NOT have Remarks, leave these Fields Blank. 
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AWP Questions: 

dohawpmaterials@wv.gov 

"' 

~ ,0 ~Ol:l:O~ 

~.-..,.-~ .... --.e-
___ 

1",r,plt11NU"'f.1 

WV0·¢~V)oe• T 

~ 

ClB0239-02-F 

ClB0239-03-F 
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BOTH the Type* and Remark* Fields are REQUIRED. 

If you Enter One Field, you need to enter BOTH Fields. 

Both Fields MAY be left Blank. 

(1-6) 

NOTE: The Remark* Field can be used for any General Purpose. For Example: 

(1-7) 

NOTES: Leave the Link To and Link From Fields Blank, they are used for Similarity 

Evaluations. 

For information on QA Similarity Evaluations: Go to Section 5: How to Perform a QA 

Material Evaluation. An example of these fields are shown below. 

(1-8) 
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dohawpmaterials@wv.gov 

v Remarks 

Type • 

GEN - 3e1er::11I ... 

Lab Control Number 

0. CNGDrak202402140938o1 

Sample Size 

t>U 

Sample Size Units 

CLYD - Cubic Yards • 

Remark* 

Rem:irk • 

Mat-er al - eS>·.er ..va~ Jarie Doe from ABC Con1racting . Inc. 

... 

Test Resurrs 

Autnorized By 

Authorized Date 

Link To 

O. Oegi1 typing to search or ::iress :nter 

Link From 

<il. 
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MIX DESIGN INFORMATION TAB 

If the Material has a MIX DESIGN: 

Click on Mix Design Information Tab. 

Enter the Mix Design Type. 

Enter the Mix Design ID. 

Once the information has been Entered, click Save. 

(1-9) 

NOTES: If your Mix Design is Not Available, list the Mix Design information in the Remarks 

Section (at the bottom), choosing General as the Type* of Remark. 

If the Material does NOT have a Mix Design: 

Leave the Mix Design Type Field and Mix Design ID Field Blank. 

Go to the Next Step. 

DESTINATION LAB TAB 

Click on the Destination Lab Tab. 

Under District/Central Lab*, type DIST (and a dialog box with the available choices listed appears). 

Click on the appropriate Destination Lab. 

Click Save. 

(1-10) 

Section 1 
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AWP Questions: 

dohawpmaterials@wv.gov 

v Sample Record GDrak20240214093851 C423456 Ill • @ 

General 

Mix Design Information 

Sources/Facil ities 

Destination Lab 

Contract 

Tests 

Evaluation 

Mix Design Type 

PCC - Portland Cement Concrete ... 

Mix Design ID 

Q 143641 1-PCC 

Cass D wif Flv,&:s'Fi 

Created By 

A037034@wv.gov 

Created Date 

02/14/2024 9:38:51 AM 

Last Updated By 

A037034@wv.gov 

Last Updated Date 

02/14/2024 9:38:51 AM 

v Sample Record GDrak20240214093851 C423456 Ill • @ 

General 

Mix Design Information • 

Sources/Facilities 

Destination Lab 

New 

Association Type 

Destination Lab 

District/Central Lab • • 

Q DEST-DISTRICT 04 

DEST-DISTRICT 04 

o added o marked for deletion o changed 

• 
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SOURCES/FACILITIES TAB 

Click on the Sources/Facilities Tab. 

NOTE: Primary Source MUST be chosen BEFORE choosing the Primary Facility. 

Click on Select Primary Source (a Select Primary Source dialog box appears). 

(1-11) 

In the Search Box Enter “S- and the first few letters of the Source Name”. 

A Source ID - Name List appears. 

(1-12) 

Section 1 

(Page 6 of 11) 

AWP Questions: 

dohawpmaterials@wv.gov 

v Sample Record GDrak20240214093851 C423456 Ill • @ 

General v Primary Source/Facil ity 

Select Primary Source .. Select Primary Facility ... Mix Design Information 

Sources/Facilities 

Destination Lab 

Contract 

Source ID• Source Name Facility ID• Facility Name 

Source City 

Tests 

Evaluation 
Source Type 

Source Location Description 

Select Pnmary Source 

Q. S-C 8 Advanced Showing 4 or 4 

Source ID • Name 

S-CRH2.00.601 - CRH-CENTRAL SUPPLY CO. 

S-CS0.601 - CLAXTON SMITH CONCRETE 

S-CCC0.601 - The WELLS GROUP - NORTH 

S-CRH1 0.01.600 - CRH-OLDCASTLE INFRASTRI 

Source Type 

Facility City 

Facility Type 

Facility Location Descri ption 

0selected 

Source City Location Description 

Add •o Sar,ple Record 
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Click on the appropriate Source ID Number (i.e. S-CRH2 00 601) in the list. 

Click Add to Sample Record. 

(1-13) 

Click on Select Primary Facility (a Select Primary Facility dialog box appears). 

(1-14) 

In the Search Box Enter “F- and the first few letters of the Facility Name”. 

A Facility ID – Name List appears. You can alternatively search by the City of the Facility. 

(1-15) 

Section 1 
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AWP Questions: 

dohawpmaterials@wv.gov 

Select P11mary Source 

S.CRH2 00601 • CRH,CE~TAAL SUP?l.'r' CO 

S-CSO 601 • Ct>Jc;TON $MITH CONCRETE 

S-CCCO 601 • Tne WELLS GROUP· NORTH 

S,CRH10 01 600 • CRH.QLOCASTLE INFRASTRl 

Sourc. City Loc.)dof\ DtstrlpclOl'I 

v ~rn1il1:t 11~1<.I CO11:tk20210211093851 0 123456 111 • t) 

loc:rtlOl'I Ouo,pb~ 
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Click on the appropriate Facility ID Number (i.e. F-CRH2.09.601) in the list. 

Click on Add to Sample Record. 

(1-16) 

After Entering the Primary Source and Primary Facility, click Save. 

(1-17) 

Section 1 

(Page 8 of 11) 

AWP Questions: 

dohawpmaterials@wv.gov 

Select Pnmary Fac1l1ty 

0. F-C 8 Advanced Showing 1s of 15 

Facility ID • Name 

.., F-CRH2.09.601 • Central Supply@ Princeton, WI 

F-CRH2.10.601 - Central Supply @ Bluefield 

F-CRH2.11.601 - Central Supply @ Alta, WV 

F-CRH2.12.601 - Central Supply @ Mt. Hope 

F-CRH2.13.601 - Central Supply @ Pennsboro, v, 

F-CRH2.14.601 - central s upply @ Parsons. WV 

F-CRH2.01 .601 - Central Supply @ Saltwell, WV 

F-CRH2.02.601 - Central Supply @ Westover, W\ 

F-CRH2.03.601 - Central Supply @ Elkins, WV 

F-CRH2.04.601 - Central Supply @ Gassaway, w 

F-CRH2.05.601 - CRH-Central Supply@ Glenvill< 

F-CRH2.06.601 - Central Supply @ Buckhannon, 

F-CRH2.07.601 - Central Supply@ Mabscott, W'v 

F-CRH2.08.601 - Central Supply @ Summersville 

Facility l')'pe Facility City 

Princeton 

Bluefield 

Lewisburg 

Mt Hope 

Pennsboro 

Parsons 

Bridgeport 

Morgantown 

Elkins 

Gassaway 

Glenville 

Buckhannon 

Mabscott 

Summersville 

1 selected 

Location Description 

Add to Sample Record 

v Sample Reoord CDrsl<202402HO'lJ851 C◄23456 Im • 0 
Genefal 

1,1,,; De1Q11 1nromia1JOt1 

soorc~faoli:IK 

~IOIIUIO 

CcnwaC1 

v J>nrnarv Soun:e/Fec11ity 

Stll!Cl P!'l'"'llly S0urU S4IIKt Pm\lfY FacM)' 

Sourc•ID • 5CJloJ't.a N'ilme _______ Fxlllty 10 • FiJC ttJ_N_•_rno ________ ~ 

S.CR-12 e>: 601 CRM-CE'ITRAI. SJPPLYCO F-C'lH2 OS 601 Certrol SuP!ll)· Ill F'M.'eton ,w 
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CONTRACT TAB 

Click on the Contract Tab. 

Click on Select Contract Project Items Box. 

(1-18) 

In the Search Box Enter the Contract ID Number. 

Click on the Contract ID Number – Name you are working on. 

Click on each Contract Project Item you want to associate with this Sample Record. 

NOTE: You can choose multiple Contracts and Line Numbers. 

Click Save. 

(1-19) 

This takes you to the Sample Record Summary Page. 

Section 1 

(Page 9 of 11) 

AWP Questions: 

dohawpmaterials@wv.gov 

v Sample Record GDrak20240214093851 C423456 Ill • Q 
General 

Mix Design Information 

Sources/Facilities 

Destination Lab 

Contract 

Select Contract Project Items . 

No rows found matchmg criteria. 

Select Contract ProJect Items 

O. whe 

~ : All 

Contract 

None 

System Default • 

Project 

Showing 1 of 1 

-, 2017000545 - Wheeling Streetscape 2017000545 

O marked for deletion O changed 

1 selected 

Project Item Material Set 

0395 - CLASS D CONCRETE Default 

Save 
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The Project Inspector Role stops here. 

TESTS TAB 

Click on the Tests Tab. 

Click on Assign Tests. 

(1-20) 

Select only One (1) Test per Sample Record. 

Click on the Arrow (bottom of the page). 

(1-21) 

This takes you to the Add Test Runs and Confirm Screen. 

Choose only One (1) Run per Sample Record (unless directed otherwise). 

Click the Green Confirm button (ONLY ONCE). 

Section 1 
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AWP Questions: 

dohawpmaterials@wv.gov 

v Sample Record GDrak20240214093851 C423456 Ill • ~ 
General Material 

Mix Design Information 

Sources/Faci lities 

Destination Lab 

Contract 

601 003 005.02. Concrete, Class D, wnh Fly Ash, Slag Cemen 

Assign Tests 

No rows found matchmg criterta 

Tests 

0 Selecl Optional Tests: 
Sele« N-

!Mt Dot liOi'I 'IHtM od Lab Un.II 

'i'ot114Bar ol :sdds LIRilJU),j &t 1»1-AGG 

COfTIIJ'ffS S!Jeo!rJl • c-,1ln00rs T22 D0,1-PCC 

., PCC QC SiulllpUII l\1'~1 1);) PCC CWOC 004-PCC 

P0C. ~ & 1.111' 'lielghl 1~1 .f'OC 

Q\;i)~A!J!l~C ~ WY'OOH_ OA.G 00,I-PCC 

Sample ,Ype 

QC • Qualrty Control 

o marked for deletion o changed 

Ali!O ~I 'IHtl'l.wH 

No 

No 

No 

No 

~ 
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(1-22) 

This takes you to the Sample Record Summary Page. 

(1-23) 

This lists all the Tests assigned to this Sample Record. 

Users will push the Sample Record through LIMS, up until they Enter the Test Results. 

For instructions on How to Enter Test Results: Go to Section 2: How to Enter Test Results. 

Section 1 
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AWP Questions: 

dohawpmaterials@wv.gov 

v Assign Sample Record Test G 
Progress: Select Optional Tests Add Test Runs and Confirm 

Q Add Test Runs and Confirm: 

v Selected Opllonal Tests 

Test Method Test Description 

AWP601 03 PCC QA/QC PCC - QC - SIUmp & Air 

Sample Record Sumrna1y 

Lab Unit 

004-PCC 

Autofinalize 

No 

Test Runs • 

Ochangeo 

M:ii::5 

v ::;ample Kecord GLJralQU24lTL14093il!>1 v\;>34~6 Ill • G 
::;eneral 

M x Design Information 

Sources/ faci1itie5 

Deci:ina:icn Lab 

::ontract 

Tests 

~vo uation 

601.003.005.02 - Cur1c1ele, Clcs:s D, Will i fly A:st1, Slay Ce111e11 

t..ssign Te-sts 

Test Number Description 

1.0 PCC - QC - Slump.~Air 

Delivered to Lab 

C2,1 4/2024 '2 0):0C, AM 

Received at Lab 

02/1412024 12:00 00 AM 

Sampl• Typo 

QC - Qut1li.y Cunl1ul 

O marked fordeleton O chlngec 

Test Method Oestiniltion L.ib Lub Unit 

AW~601 .03 PCC QNQC OES- -DISTRICT 04 D04-PCC 

Test Marked Com. T@st Last Updated .. 

02/14/2024 11:29:21 
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