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2 Updated 03/22

slade
Callout
Verify Role.

slade
Line
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slade
Callout
Click "Sample Records".
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slade
Callout
1.  Click the component action button.

slade
Callout
2.  Click "Add".
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slade
Callout
1.  Enter the date the material was sampled.

slade
Callout
2.  Enter the material being tested.

slade
Callout
3.  Select "CTA - CERTIFICATION TYPE A" from the drop down.

slade
Callout
4.  Select "ACCP - KDOT Tests And/Or Field Inspection" from the drop down.

slade
Callout
5.  Enter the quantity represent by the test.

slade
Callout
6.  Enter the unit of measure for the material.

slade
Callout
7.  Click "Save".

slade
Callout
8.  Click "Sample Location".
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slade
Callout
1.  Enter where the material was sampled from.

slade
Callout
2.  Select the appropriate area from the drop down.

slade
Callout
3.  Click "Save".

slade
Callout
4.  Click "Additional Information".
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slade
Callout
1.  Enter who sampled the material.

slade
Callout
2.  Select who request the test be performed from the drop down.

slade
Callout
3.  Enter what the material is intended to be used for.

slade
Callout
4.  Click the "Buy America" check box.

slade
Callout
5.  Click "Save".

slade
Callout
6.  Click "Sources".
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slade
Callout
Click "Select Primary Source".
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slade
Callout
Either search for the source name or click "Show first 10".

slade
Line
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Callout
1.  Select the source from the list.

slade
Callout
2.  Click "Add to Sample Record".
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slade
Callout
1.  Click "Save".

slade
Callout
2.  Click "Select Sources".

slade
Text Box
Pages 11 thru 14 are for the Nuts, Washers and other components.
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slade
Callout
Either search for the source(s) or click "Show first 10".

slade
Line



 

13 Updated 03/22

slade
Callout
1.  Select the source(s) for the component(s).

slade
Callout
2.  Click "Add Sample Record".
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slade
Callout
1.  Click "Save".

slade
Callout
2.  Click "Associations".
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slade
Callout
2.  Click "New" twice (2).
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slade
Callout
1.  Select "Destination Lab" from the drop down.

slade
Callout
2.  Enter the Regional Lab that will be testing the material.

slade
Text Box
For the second association, repeat steps 1 and 2 EXCEPT enter "MRC" in the "Association Value" field.

slade
Callout
3.  Click "Save".

slade
Callout
4.  Click "Contract".
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slade
Text Box
Pages 17 thru 20 are ONLY if you know the specific Contract(s) the tested material is going to.  Skip to page 21 Step #3 if unknown.

slade
Callout
Click "Select Contract Project Items".



 

18 Updated 03/22

slade
Callout
Either search for the Contract Number or click "Show first 10".

slade
Line
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slade
Callout
1.  Select the Contract Item(s) from the list.

slade
Callout
2.  Click "Save".
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slade
Callout
Click the expand button for the contract.
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slade
Callout
1.  Enter the quantity to be used on the contract.

slade
Callout
2.  Click "Save".

slade
Callout
3.  Click "Tests".
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slade
Callout
1.  Click the action button next to "Assign Tests".

slade
Callout
2.  Click "Assign Default Tests".
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slade
Callout
1.  Uncheck the "MAA" box for each test.

slade
Line

slade
Line

slade
Callout
2.  Click "Save".
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slade
Callout
1.  Click the row action button for the Regional Lab Test.

slade
Callout
2.  Click "Fastener Certification Test (KDOT)".
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slade
Callout
1.  Enter the test results.
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Line

slade
Line

slade
Line

slade
Line

slade
Line

slade
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slade
Callout
2.  Click "New" and repeat Step 1 for each of the components.

slade
Callout
3.  Click "Save".

slade
Callout
4.  Click "Sample Record Test".
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slade
Callout
1.  Select the appropriate test result from the drop down.

slade
Callout
2.  Click "Save".

slade
Text Box
This completes the Regional Lab portion.  The following pages are for the MRC Lab.
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Callout
1.  Click "Receive Sample at Destination Lab".
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slade
Callout
1.  Enter "MRC" as the Destination Lab.

slade
Callout
2.  IF known, enter the Sample ID number.
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slade
Callout
1.  Select the Sample ID.

slade
Callout
2.  Click "Mark As Received".

slade
Callout
3.  Click "Receive at Lab Unit".
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slade
Callout
1.  Enter your lab unit.

slade
Callout
2.  IF known, enter the Sample ID number.
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slade
Callout
Click on the Sample ID number.
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slade
Callout
1.  Enter the Lab Reference Number.

slade
Callout
2.  Click "Save".

slade
Callout
3.  Click "Receive at Lab Unit".
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slade
Callout
1.  Enter your lab unit.

slade
Callout
2.  Select the Sample ID.

slade
Callout
3.  Click "Mark As Received".

slade
Callout
4.  Click "Maintain Test Queue".
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slade
Callout
1.  IF known, enter the Sample ID number.

slade
Callout
2.  Enter your lab unit.
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slade
Callout
1.  Click the row action button for your Sample ID.

slade
Callout
2.  Click "Views".

slade
Callout
3.  Click "Open Sample Record Test".
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slade
Callout
1.  Select the appropriate test result from the drop down.

slade
Callout
2.  Click "Save".

slade
Callout
3.  Click "Testers".
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slade
Callout
Click "New".
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slade
Callout
1.  Enter the tester's name.

slade
Callout
2.  Enter what action the tester performed.

slade
Callout
3.  Click "Save".
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slade
Callout
1.  Click the component action button.

slade
Callout
2.  Click "Mark Test Complete".

slade
Callout
3.  Click "Review Tests".
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slade
Callout
IF known, enter your Sample ID number.



 

41 Updated 03/22

slade
Callout
1.  Select your Sample ID number.

slade
Callout
2.  Click "Mark Test Review By Level 1".

slade
Callout
3.  Click "Review Samples".
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slade
Callout
IF known, enter the Sample ID number.
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slade
Callout
1.  Click the row action button for your Sample ID.

slade
Callout
2.  Click "Tasks".

slade
Callout
3.  Click "Authorize".

slade
Text Box
Send an email to the Submitter of the Sample ID that the sample is Complete.




