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Obijectives

Trnseport SiteManager® Learning Guide
Resident Engineers and Inspectors

Objectives

In this course, you will learn the following:

Start and Exit SiteManager
Navigate to the Materials Management Panel

Identify the Materials Management Components of

SiteManager

Open and Close a Materials Management Component
View a Material Description

View Material Tests

View a Material Test Specification

View Material Gradations

View a Material on a Bid Item

View the Sampling and Testing Requirements for a Bid Item
View the KYTC Outstanding Item List

Generate Contract Materials

Modify Contract Sampling and Testing Requirements
View the Source Material Custom Report

Enter Sample Information

Enter Additional Sample Data

Associate a Sample with a Contract Item
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Obijectives

Enter Other Sample Data

Associate a Sample to a Test

Enter Test Data

Associate Testing Personnel to a Test
Authorize a Sample

Revise, Copy, and Link a Sample

Access Sampling and Testing Reports
Describe the KYTC Applet Upload Procedures
View a SUPERPAVE Mix Design Window
View a Portland Cement Concrete Mix Design Window
View a Pavement Structural Design Window

Modify a Pavement Structural Design

View an Approved Product
View Test and Fee Information
View a Qualified Lab and Tests
View Sampler Qualifications
View Welder Qualifications
View Tester Qualifications

Access Approved List Reports




Trnseport SiteManager® Learning Guide

Table of Contents Resident Engineers and Inspectors
Table of Contents

SECTION 1 GETTING STARTED WITH MATERIALS MANAGEMENT ............ccoeeeii 1
USING THE STUDENT GUIDE ..vvvtuiiiteiiteesttsisseseesstessssssnsssessssssssssssssssssesssssanteseestsesstntteeetees 2
REVIEW FOR SECTION L .. iiiiiiitieie e e ettt e e e e e e e et et e e e e e e e e e e e e et eseeeeeeee e s e seeeeaeeeassannnseseeeteeessnnnaaeeeees 18
SUMMARY EXERCISE FOR SECTION L ...uiiiiiiiiiitttiiiiiseeesttesstussssseessessssssssssesssessssssnsssesssesesssssmnnsesessseenns 19
QUESTIONS AND ANSWERS ....uttttistttessittesstesesssessassessassessassesasssesssssesssssesssssesssssesssssessssssssssesssssesssseesnses 20
SECTION 2 MATERIAL INFORMATION ..ottt ettt s e e e s eee st s s s e e s aneeennnes 21
THE MATERIAL INFORMATION PANEL +.tvvtuteiettseetestseetessssessssnssssssanssesssanssssssansssssssnsessssnsessssnneeessnnns 23
REVIEW FOR SECTION 2 .iittititttuiiiteeetttessssssssesesssesssssassssssssesssssanssssesssesssssnntereesteesssssnntreeeteessn e 40
SUMMARY EXERCISE FOR SECTION 2. eeiiieeetteeet e e e eeaeeeeaasseeeeeseessssnassssesseesssannsssssssesesssnnaasseeeseeeenns 41
QUESTIONS AND ANSWERS ... ttttetittteeesitiereesistseeesaassaesessssssseessssseeeaassseeessasssseesasssssesassssssessnssseesanssseees 42
SECTION 3 CONTRACT MATERIALS ..., 43
CONTRACT IMATERIALS .1ttt ttteetttetttttsssseesteesssssasssssestsesssasssseetsesssssastsseestessssssatssesetesessrsransseseesseenns 45
REVIEW FOR SECTION 3 1. iiiieittteie e e e ettt et e e s eeeee e e eesaes e sessaaeeee s e s s seseeseeeessansaeeeeeeeassannsseeesteesssnnnnaeeeees 57
SUMMARY EXERCISE FOR SECTION 3 ...iiiiiiitittttitiiteeetttesstsssssseessesssssssssesssessssssnssseessessssrmseeessseenn 58
QUESTIONS AND ANSWERS ....uttttiuttteasittesieseasteseassesaasssssassesassseessssesasssesssssssssssesssssessnsssssssssssssessssessnses 59
SECTION 4 SAMPLING AND TESTING ..o oottt ettt e e et e e eaaabne s s e e eesseenns 61
SAMPLE INFORMATION AND ENTRY TRACKING .....ccviiiiiiiieiiiie it 63
Y [ ST =] = BT =T o 1 0] R 95
SUMMARY EXERCISE FOR SECTION 4 SAMPLING AND TESTING . ...cetuuttieieeeeeieeeerieeseeeeeseeeessnnaasessesseeenes 98
QUESTIONS AND ANSWERS ....eeteeiittieeeeiitreeeaitteseessstsseesasssseesasssesesaasseseesassssessassssssesssssseessasssseessnssseees 100
SECTION B MIX DESIGNS ...ttt e et e e et e e e e eaeeeeeeeeeee et seeeeeaeeens 101




Trnseport SiteManager® Learning Guide

Resident Engineers and Inspectors Table of Contents
UPLOADING KY TC APPLETS ...tiuteuteteste st stt sttt sttt sbe sttt ee bbb sb et e s e e benbesbenbesbesneeneas 103
REVIEW FOR SECTION S IMIX DESIGNS .....uviiiiiiiiieiiiieiie sttt sttt ettt 135
SUMMARY EXERCISE FOR SECTION 5 MIX DESIGNS.....ccutitiiiiiaieieiesie st st sse e sneens 136
QUESTIONS AND ANSWERS ....uttteiutttessiteesstesessteaesssesassssesassssssssesasssesssssesssssessssssssesssssesssssssssssessssseenns 137
SECTION 6 APPROVED LISTS ...ttt 139
AAPPROVED LLISTS ittt etttk e ekt e bbb e e b b e e e b e e e e st e e e e abe e e s nbe e e nnbe e e nnne s 141
APPROVED LIST REPORTS ....ttttttiitietesteste st sttt et ettt bbbt be s est ettt e bbbt e bt et e et st be st e nbeene e 173
REVIEW FOR SECTION 6 APPROVED LISTS.....uiiiiiiiiieiie sttt 174
SUMMARY EXERCISE FOR SECTION 6 APPROVED LISTS ....ueiiiiiiieiiee ittt 175
QUESTIONS AND ANSWERS ....vetieiiutteteeiititeeeastteeeesstteseesaisseeeeassaeeassssteseesasseeeeaassseaeesassseessassseesanssnnes 176
APPENDIX A CHANGE ORDERS. ..ot 177
CHANGE ORDERS .....ceittiatttestteaiee sttt e steeasseesse e e st e beeass e e ebe e aase e b e e e hb e e Ee e as et e ke e ame e e beesmneebeeasneeneennneenns 178
REVIEWING AND APPROVING CHANGE ORDERS ......cooitiiiuiiaiiesiieeiessineasieesieesssessinesssessssesssessssssssesssnes 181
TRACKING CHANGE ORDERS ......vtiitttatiesittateesieeaseessseasseessseasseessseasseessseaseessseaaseessseassesssnesnsesssneansenns 183
REVIEW FOR APPENDIX A CHANGE ORDERS .......coitietieititaiiesiteasiessieeasieesisesssessssesssessseesssessssssssesssns 185
QUESTIONS AND ANSWERS ....teeieiiutieieeiititeeeastteeeesstseeeesasseeaeasssaesesassseseesasssseeaassessessasssseessssseessnsnnees 186
APPENDIX B VIEWING ESTIMATE DISCREPANCIES.........ccoo o 187
VIEWING ESTIMATE DISCREPANCIES ....ccuvtitiesitiatiesiteasteesseeasteesineasseessseesseesssaasseessseassesssnessneessnsensenns 188
REVIEW FOR APPENDIX B VIEWING ESTIMATE DISCREPANCIES ......ceoiiiuiieiiiieiiieesiee et e e 192
QUESTIONS AND ANSWERS FOR APPENDIX B ....ooiiiiiiiic ettt 193
APPENDIX C KEY DATES AND CHECKLIST EVENT DATES ..o, 195
KEEY DATES ..ttt ettt etttk bkt e bt e e h et e bt e e R e e e bt e e R et e Re e e Re e e b e e e Re e e b e e e Rn e e R e e nnn e ne e nes 196
VIEWING A CHECKLIST EVENTS SCHEDULE ....coiutiiitiiitie ittt sttt sttt siee ettt sneeebee e 215
QUESTIONS AND ANSWERS ....tetieiittteieeiititeeeastteeeesstteeeesassseeeeasssaeeesaasseseesasseeeeassseeaessassssesssssseessssssnes 218
APPENDIX D PIPELINE ... ..ottt e et e e e e e s nnara e e e s nrnaeeen 219
OWVERVIEW ..tttk etttk et ekt e s £ e bt e 2 A st e b e e 4R e e e R e e 2Rt e e bt e e R et e b e e emn e e beearneeneenrneenns 220
DOWNLOADING DATA FROM THE SERVER — PIM ...ttt e 222

Vi



Trnseport SiteManager® Learning Guide

Table of Contents Resident Engineers and Inspectors
UPLOADING DATA TO THE SERVER —— PVl oottt e e ettt n e e e s e e ea e e e e 224
VIEWING PIPELINE INFORMATION ..cetuutettetttetetstssesessssesessasssessnsesessnsesessnsesessntesessnntesessnneesesnnreresnn 226
MATERIALS MANAGEMENT APPLICABILITY 1tttttttttttiiiteeetetestsinsseeesteeesssnseeesessssreeeress 227
REVIEW FOR APPENDIX D 1 iiiiiiiiiiits ettt ettt ettt ettt et s e e e et e e s et e e e et e e e e et e e e ea b e e e eabnreeeebnnes 228
QUESTIONS AND ANSWERS ....etteeiittteeeeitteeeeastteseessstsseesassseesassssesesassteseessssssessassssesessssssesesasssssessnssseees 229
APPENDIX E EXERCISE ANSWERS ... oottt e e e e e e s 231

vii



Trnseport SiteManager® Learning Guide
Resident Engineers and Inspectors Table of Contents

This page intentionally left blank.

viii



Kentucky Transportation Cabinet (KYTC) Resident Engineers and Inspectors

Section 1 Getting Started with Materials
Management

By the end of this learning module, you will be able to do the following:

[J Start and Exit SiteManager
[J Navigate to the Materials Management Panel

[1 Identify the Materials Management Components of SiteManager

[1 Open and Close a Materials Management Component

December 2006 GS-1
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Section 1 Getting Started with Materials Management KYTC Resident Engineers and Inspectors

Using the Student Guide

The student guide has been divided into learning modules. Each learning module consists of the
following sections.

Obijectives

Topics

Instructor-Led Exercises
Review

Summary Exercise
Questions and Answers

Objectives
Each learning module begins with the objectives both you and the instructor should try to achieve.

Topics
Each learning module contains topics corresponding to these objectives. Each topic contains a short
description of the SiteManager function being addressed and an instructor-led exercise.

Instructor-Led Exercises

Identify instructor-led exercises by the bulldozer icon and sequential numbering. Each instructor-led
exercise is very explicit and details the specific steps to follow and data to use.

gﬁ Exercise 5-2

Instructor-led exercises are
identified by the Bulldozer
graphic
Figure 1-1

Reviews

Each learning module ends with a review and most modules end with a summary exercise. The
review summarizes the main points learned and all of the SiteManager functionality covered in the
module. Each review is an excellent reference for the summary exercise that follows. Remember to
use the reviews when you return to your office and begin using SiteManager on your own.

Summary Exercises

Summary exercises provide a means to practice the skills you acquired in the learning modules.
Read them carefully; the summary exercises are more general than instructor-led exercises, but they
still provide steps to follow and data to use. As you perform the summary exercise, refer to the
review for tips on SiteManager navigation. The exercises build on the previous exercises; therefore
they must be done in sequence.

GS-2 December 2006
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Questions and Answers

Commonly asked questions along with the associated answers have been added at the end of each
section. These are questions that KYTC personnel have asked during the implementation. We
included them in this manual to help you better understand SiteManager.

Procedures and Assumptions

SiteManager procedures, the steps you follow to access a component of SiteManager, vary
depending on whether you have just entered the system or have been in some other component and
have already selected a common variable.

For instance, let us suppose you enter the SiteManager application and navigate directly to the
Producer/Supplier window. You then navigate to the Maintain Producer/Supplier window which
also requires the selection of a Producer Supplier Code. Since you have been working in the
Producer/Supplier Materials component and previously selected a Producer/Supplier, the Maintain
Producer/Supplier window opens with the previously selected Producer/Supplier. The exercises are
presented in a sequence that must be followed.

&

Hint: The procedures in this manual describe how to access components of SiteManager as if you
just entered the application. The previous paragraph describes SiteManager’s short term memory.
SiteManager remembers the last contract, item material, etc. that you have opened. If you open a
new window that that as already been opened in the current SiteManager session, SiteManager will
remember and automatically open the window with the previously selected record

Starting and Logging On to SiteManager
Start SiteManager the same way you would any program on your

computer. }ﬂ

The SiteManager
Desktop Icon
Figure 1-2

To start and log on to SiteManager:
1. Double-click the SiteManager desktop icon.
2. Inthe User ID field, type your user ID.
3. Pressthe Tab key.
4. In the Password field, type your password.
5. If appropriate, in the Connect to drop-down list, click the expand arrow to the right of the current
selection and click the desired database choice.
Press Enter.
7. If your user ID has been assigned to multiple groups, appropriate in the Available Groups for...
dialog box, click the group ID.
8. Press Enter.

©
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Using the Student Guide
KYTC Resident Engineers and Inspectors

ﬂ SiteManager Logon

Tns pur|
Y SiteManager
Conztruction Managemrent system 37a

User ID: |sfostel

Password: [~

Connect to: | Training Server LJ

| Logon I Change Passwordl Close I

I Download RTF Templates

BASHTO Tns port, the AASHTO Tms:port logo, Tins:port SiteManager,
and the Tms poit SiteManager logo are registered tiademarks of the
American Association of State Highway and Transportation Officials

Portions Copyright © 2000-2004 AASHTO, Portions Copyright ©
1994-2004 Info Tech, Inc.

The SiteManager Logon Dialog Box
Figure 1-3

Available Groups for krainl
Grp Id Group Hame -
OTE Diiztrict Testing Engineer
INSP1 Inzpectar 1
PE Project Enginesr
FE 1 Froject Engineer 1
Phd Froject kanager -
Select the Group for the zezzion. 1] 4 I

The Available Groups Dialog Box
Figure 1-4

Note: If you know you will need to access an RTF template in Standalone mode or run it online, before uploading it in
the Upload Template dialog box, select the Download RTF Templates checkbox. Doing so will download the template to
the local Client Database on each user’s computer. Otherwise, do NOT select the Download RTF Templates checkbox.
By default, the Download RTF Templates checkbox is not selected. KYTC will not be using RTF reports for Materials.
At the time of printing, KYTC will continue to use RTF Reports for the Construction component of SiteManager.

GS-4
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|

KENTUCEY

TRAMSPORTATION
CABINET

IMPORTANT TIPS REGARDING (KYTC) POLICIES AND PROCEDURES

ADDING NEW USERS

The Requester (for example, District Office Manager) sends an email to the applicable Materials or Construction
SiteManager System Administrator to request a SiteManager User ID. Include the following information in the
Request Form.

Crew Number

District Number

Title

First Name

Last Name

Usage of SiteManager (for example, Inspector, Materials Tester)
Office Wide Access or Contract Specific Access

LOGGING ON TO SITEMANAGER
1. If you attempt to log on three times and fail, SiteManager disables your password.

2. If you attempt to log on twice and fail, close the SiteManager Logon window and start again. This will allow
you to try to log on again without disabling your password.

3. If you attempt to log on three times and fail; contact the Central Office SiteManager Help Desk (502) 564-4780
to have your password reset.

DETERMINING SITEMANAGER USER IDS

1. SiteManager User IDs are composed of the first letter of the employee’s first name followed by the first seven
letters of the employee’s last name for a total of eight lowercase letters.

2. If there are identical 1Ds, a sequence number will replace the last two digits of the 1D to make each one unique.
CREATING AND MAINTAINING SITEMANAGER PASSWORDS

1. When a User ID is first assigned to a User, the default password is PASSWORD (all caps). The User must
change the password before logging on to SiteManager.

2. Passwords must be eight characters in length consisting of letters and numbers.

3. Itis important that you do not give out your password to anyone. SiteManager maintains a record of everything
you do in SiteManager. These records are the same as your signature.

4. 1D and passwords are case sensitive. Type your ID and password precisely.

5. Passwords will expire and have to be changed every 31 days.

December 2006 GS-5
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Exercise 1-1

In this exercise, you will log on to SiteManager.
User ID: sfoster Password: kentucky  Group ID: DME

Double-click the SiteManager desktop icon.

In the User ID field, type sfoster.

In the Password field, type kentucky.

In the Connect To dropdown list, select Training Server.
Click Logon.

agrwdE

%FYI: SiteManager opens with the SiteManager Panel displaying the Main Panel. The
Available Groups dialog box appears if the user is a member of more than one group. Stephen
Foster is a member of only one security group; the DME. Therefore, the Available Groups dialog
did not appear.

The SiteManager Panel

After starting the SiteManager application, the SiteManager Panel displays the central functions of
SiteManager. The Main Panel contains an icon for each of the following components:

Contract Administration
Daily Work Reports
Pipeline

Contractor Payments
Change Orders
Materials Management
Accessories

Manuals

GS-6 December 2006
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o SiteManager Panel

Main Panel T Contract Adrminiztration]+] ]

© x

Draily ‘whork Fipeline(+] Contractor Change b aterials Accezzones(+]
Reports(+) Pavmentz(+] Orderz(+] Management(+]

& o

iR

td anualz(+]

The SiteManager Panel Window - Main Panel
Figure 1-5

Security and the Available SiteManager Components

KYTC defines the panels and icons to which you have access. The preceding panel and all of the
following documentation describes and illustrates the content of all components of SiteManager.
You may not have access to all of the components represented in the figures unless you have
security access to all components of SiteManager.

The Status Bar

The Status Bar at the bottom of the SiteManager window indicates your mode, connection, database
region, group ID, and user ID.

Ready Tiana— [Tin DHE— st
Mode Connection Region GroupID LogonID
The Status Bar
Figure 1-6

Navigating Using the SiteManager Panel

Use the SiteManager Panel to navigate to SiteManager’s components. The highest level is the Main
Panel that contains the different functional groups, with each group individually represented by an
icon. Double-clicking the icon of a functional group opens another panel consisting of the sub-
groups or the actual windows contained within that functional group. As icons are selected, the next
panel’s tab appears next to the current panel’s tab.

December 2006 GS-7
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Using the Student Guide
KYTC Resident Engineers and Inspectors

Click the folder tab to go Double-click the component's

Click the folder tab to go

Up a level lcon to open it down a level
kain Fanel / T M aterials Management(+] T Contract Administration]+]
V-4
= =] R o=
g B s
C . D aily ok Fipeline(+] Cantractor Change M aterials Accessaries(+]
L Reports[+] Favmentz[+] Orders(+] b4 anagement[+]
L),
kM anualz(+]

Navigating in SiteManager

Figure 1-7

GS-8
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gﬁ Exercise 1-2

In this exercise, you will learn to navigate to the Materials Management component.

User ID: sfoster Password: kentucky  Group ID: DME

1. Inthe Main Panel panel, double-click the Materials Management icon.

The Materials Management Panel

The Materials Management components of SiteManager are located on the Materials Management
panel. The Materials Management components contain key functions, many of which have report
counterparts with standard reports in SiteManager. The Process List function has custom reports
specific to KYTC:

Material Information

Contract Materials

Approved Lists

Mix Design

Sampling and Testing

Process List (custom reports specific to KYTC)

o SiteManager Panel
4 ain Panel T Materials Management{+] I M aterial Infarmation(+)
A ts T
= Bl @
Contract Approved Approved Lists  Mix Dezign(+] Idix Design Sampling and
b aterialz(+] Lists(+] Reports(+] Feparts(+) Testingl+)

Samplingand  Process List
Testing
Reports(+]

The Materials Management Panel
Figure 1-8
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KYTC SiteManager Process FlowChart

Central Materials e |
: SN
gﬁct:\r/]isors r | KYTC System Administrator
p Froducer/ KYTC System Admin. Maintains Generic Materials and
Supplier | Maintains Generic Material Sampling & Testing Requirements (S&TR)

for the Item Master

Material Information Panel

DME Generates
I Outstanding Item List Report

DME Generates - /D
Contract Populating
Contract Matl and S&TR .
———————— > Contrac > Contract
Lontract

| And Associated Tests that can
be performed on the Material. enal Detail

Central Materials
Section
Supervisors

Contract Materials Panel

Suppl
Il st

KYTC System
Administrator
Enters/Updates

Sampling and
Testing
/ DME modifies S&TR

Contract Activated Generate J ki ifi
By Construction Contract ./ making Contract specific
. , (over the life of the contract)
Approved Lists Panel K
— o e e e e e
: Sampling & Testing Panel ‘.
I %
T - = | R 1. Sampler creates Sample
|',‘ . P F. ,____|_ ____________ Mol Record
- - ] = rs't‘er Lol _l _____________ PPt 2. Tester enters test
ampler heiiid Guaslified Labs : o Sample data
Qualifications Welders  gualifications Material User | All Approved Lists Information 3. District or Central
f f T T T Office Authorizes
KYTC Central | Sample
KQTL Materials Lab KQTL KQTL KQTL '

(Physical Section)
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To open a Materials Management component of SiteManager:
1. Double-click the desired Materials Management component’s icon.

&t Exercise 1-3

In this exercise, you will learn to navigate using the SiteManager Panel while browsing most of the Materials
Management components.

User ID: sfoster Password: kentucky  Group ID:DME

1. On the Materials Management panel, double-click the Material Information icon.
2. Click the Materials Management panel’s tab.

3. Double-click the Contract Materials icon.

4. Click the Materials Management panel’s tab.

5. Double-click the Approved Lists icon.

6. Click the Materials Management panel’s tab.

7. Double-click the Mix Design icon.

8. Click the Materials Management panel’s tab.

9. Double-click the Sampling and Testing icon.

10. Click the Materials Management panel’s tab.
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Opening and Closing Materials Management Components
To open a component, double-click an icon. There are two ways to close a component.

e From the File menu, click the Close choice.
OR
e On the toolbar, click the Close button.

Main

Panel Exit New Close Save

02 | D] =] =] | X =])
Toolbar Help Open Delete  Remarks

The SiteManager Toolbar
Figure 1-9

To open a component of SiteManager:
1. Onthe Materials Management panel, double-click the desired icon.
2. On the second folder tab of the Materials Management component,
double-click the desired icon.

To close a component of SiteManager:
1. On the toolbar, click the Close button.
OR

1. From the File menu, click the Close choice.
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gﬁ Exercise 1-4

In this exercise, you will learn to open and close components.

User ID: sfoster Password: kentucky  Group ID: DME

1. On the Materials Management panel, double-click the Material Information icon.

2. Double-click the Material Detail icon. SiteManager displays the Select Material window.

3. Select Material Code 40165-CLASS F FLYASH. To view information regarding the desired
material, click the OK button. SiteManager displays the Material Detail window.

Hint: To help you locate a material, click the “Material Code” column heading. This
will cause two actions to occur. First, the material codes will sort. Second, the “Find” textbox
will allow you to enter a value. To locate a material quickly, enter the first character of the
material code you are looking for in the “Find” textbox. In this example, enter a ““4””. This will
find the first material code that contains a “4”. Enter a *“0””. This will find the first material
code that contains the characters ““40””. Continue this process until you locate the material code
you are seeking.

4. Click the Close button.

Now, let’s open another component.

Click the Materials Management folder tab.
Double-click the Mix Design icon.

Double-click the SUPERPAVE Mix Design icon.
Select Mix Design 60088.

. Click the OK button

0. Click the Close button.

HBoOoo~No O
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Closing Versus Exiting in SiteManager

While SiteManager is not document oriented like other common Edt Services Windo
Windows® applications, the same principle of closing versus exiting still Open Chrl4+0
applies. When you are in a SiteManager component and you wish to end Close Chrl+F4
your work in it, but still continue to perform other SiteManager activities, » Ctrl
you should close. As with other applications, you should only exit when .
you are through with your activities.
Save Chrl+5
Refresh Chrl+F

Print Setup  Ckrl+U
Print Preview  Chrl+w
Print Chrl+P

Main Panel  Ckrl+M

Exit alb4F4
The File Menu
Figure 1-10
To close a SiteManager component:
1. On the toolbar, click the Close button.
OR
1. From the File menu, click the Close choice.
To exit SiteManager:
1. On the toolbar, click the Exit button.
OR
1. From the File menu, click the Exit choice.
Main
Panel Exit New Close Save
~u [
||E|Il:|ﬂ| | D|Eir|Ei-||H|EI|D|
Toolbar Help Open Delete  Remarks

The SiteManager Toolbar
Figure 1-11
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&t Exercise 1-5

In this exercise, you will learn to exit SiteManager.
User ID: sfoster Password: kentucky  Group ID: DME

1. On the toolbar, click the Exit button.

KYTC Guidelines and Procedures

KYTC SiteManager guidelines and procedures can be accessed directly within SiteManager. URL
links to the guidelines and manuals are located in the System Attachments icon. The System
Attachment icon is accessed from the Main Panel-> System Accessories.

Main Fanel T Accessones(+] T Accessories[+]
= &
B 3 REPORTS
In-Box Distribution List ~ Custom List ~ ADHOC Query  Wiew Saved n Process List
Fecord Usage Tool Feportz [PSR)
Process Status
The SiteManager Toolbar
Figure 1-12
Mame Type Description Autorun
Spec Book Specification Book -
[k &4 Guide URL  [ahaw Guide []
|GenNote4 |&5T |UF|L |General Mates for Independent dssurance Sampling and Testing |:|
|Palicy and Proc URL  |Policies and Procedures ]
[Fentucky Method URL  [kentucky Methods []
[MatFIdS&TManual  [URL  [Material: Field Sampling and Testing Marual ]
|P/PConcrete Man URL  |Precast/Prestressed Concrete Manual []
[Ind&zsurT st Reg URL  Independent Assurance Tests Requirements ]

The SiteManager Toolbar
Figure 1-13
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Review for Section 1

To start SiteManager:

1. Double-click the SiteManager Training

desktop icon. The SiteManager Logon

dialog box appears.

In the User 1D field, type your user ID.

Press the Tab key.

In the Password field, type your password.

If appropriate, in the Connect to drop-down

list, click the expand arrow to the right of

the current selection and click the desired

database choice.

6. Press Enter.

7. If appropriate, in the Available Groups
dialog box, click the group ID.

8. Press Enter.

agkrwn

To open a Main Panel component of SiteManager:

1. Double-click a component’s icon.

To navigate down a panel in SiteManager:
1. After selecting a component’s icon, click the
panel’s tab.
OR

1. Double-click a component’s icon.

To navigate up a panel in SiteManager:
1. Click the panel’s tab.

To open a Materials Management component of
SiteManager:

1. Double-click the desired Materials
Management component’s icon.

To open a Materials Management component of
SiteManager:

1. On the Materials Management panel,
double-click the desired icon. The final
panel displays.

2. On the third panel, double-click the desired
icon.

To close a Materials Management component of
SiteManager:

1. Click the Close button.
OR
1. Click the File menu and click the Close
choice.

To close a SiteManager component:

1. On the toolbar, click the Close button.
OR
1. From the File menu, click the Close choice.

To exit SiteManager:

1. On the toolbar, click the Exit button.
OR
1. From the File menu, click the Exit choice.
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Summary Exercise for Section 1

In this exercise, perform the instructions and write your answer to the questions in the space provided.

User ID: sfoster Password: kentucky  Group ID: DME

=

Log on to SiteManager using the sfoster ID in the DME (District Materials Engineer) group.
Navigate to the Pavement Structural Design Data icon.
3. On what third level panel is the Pavement Structural Design Data icon located?

N

Navigate to the Sampling and Testing Requirements window.
Open Item Code 00003 E Unit System Indicator, Spec Year 2004, Material Code 10450.
On what TWO third-level panels are Sampling and Testing Requirements icons located?

o as

7. Navigate to the Welders window.

%Hint: The ““Select Welder”” window displays the Welders ID and Name for each
qualification the welder has obtained. For example, if a welder is qualified for Shielded Metal Arc-
Groove- Overhead and Vertical position, he will appear twice in the ““Select Welder”” window. The
user can choose either selection. The Welder window will open and display all of the Welders
qualifications

8. Open the record for 1248JM1 - MCNAMARA, JONATHAN.
9. On what third-level panel is Welders located?
10. Navigate to the Materials Management panel.
11. Exit SiteManager.
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Questions and Answers

1. Question: What is the easiest way to return to the main panel?
Answer: The Main Panel will always be the first tab. If you are lost on a panel and would like to start
over from the Main Panel, click the first tab (Main Panel).

2. Question: What does the (+) next to an icon mean?

Answer: The (+) located next to an icon such as Materials Management(+) indicates this is a SiteManager
sub panel that includes sub topics. For example, clicking on the Materials Information(+) icon will take you
to the Material Information panel that includes the Material Detail and Sampling & Testing Requirement
icons. Clicking on an icon that does not have the (+) next to it will open a SiteManager window that displays
data.
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Kentucky Transportation Cabinet (KYTC) Resident Engineers and Inspectors

Section 2 Material Information

By the end of this learning module, you will be able to do the following:

[ View a Material Description

[1 View Material Tests

[ View a Material Test Specification
0 View Material Gradations

[J View a Material on a Bid Item

[J View the Sampling and Testing Requirements for a Bid ltem
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Material Information
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The Material Information Panel

Use the components of the Material Information panel to view and maintain materials and their
associated sampling and testing requirement(s).

ESiteManager ELT x|
I ain Panel T M aterials b anagement(+] T Material Information(+)

I aterial Detail T TS
Testing
Requirements

The Material Information Panel
Figure 2-1

@t Exercise 2-1

In this exercise, you will learn to open the Material Information panel.
User ID: sfoster Password: kentucky  Group ID: DME

1. To start SiteManager, double-click the SiteManager Training desktop icon. The SiteManager
Logon dialog box appears.

In the User ID field, type sfoster.

Press the Tab key.

In the Password field, type kentucky.

In the Connect To dropdown list, select Training Server.

Click the Logon button.

On the Main Panel, double-click the Materials Management icon.

On the Materials Management panel, double-click the Material Information icon. The
Material Information panel appears.

NN
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Viewing a Material

Use the Material Detail window to view the Kentucky Transportation Cabinet (KYTC) SiteManager
material inventory. The Material Detail window has three folder tabs that allow for viewing basic
material information and testing options for the selected material:

o Description
e Tests
e Gradations

Viewing a Material Description

SiteManager uses the material information recorded on the Description
folder tab for material validations throughout other portions of
SiteManager, including approved lists, mix designs, and sampling and
testing. For example, approved list data, including approved brands and
material suppliers, is linked to the material data captured in the Material
Detail functionality. Additionally, you may create mix design and sample
records only for materials listed in the material inventory.

E Material Detail

Description Tests 7 Gradations

Matenal Code: ’BM?S— Short Name:  [5lE]

Full Mame:  |[PERFORMANCE-GRADED ASPHALT BIMD PG 64-22

Category:  [LASP-EINDERS | Recycled
English Unit:  [GALLONS =] Metic Unit:[LITER ~ ~|
Type Code: [ = Size Code: |
Brand Name Required [ Control Number Required: [v %
5Specification Reference: W

Status Ind: [Active  _¥] Status Date: [00/00/00

The Material Detail Window - Description Folder Tab
Figure 2-2
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KYTC SiteManager Field Definitions

Field Name KYTC Population Policy & Procedure

Material Enter a unique identifier for the material. This field is required to save the record.

Code - In KYTC this will be a five digit number (see table below).

Short Name Enter an abbreviated description of the material. This field is required to save the record.

Full Name Enter the full name or description of the material. This field is required to save the record.

Category Select the classification type of the material. This field is required to save the record.

Recycled Indicates if the material is recycled. This field will be utilized as appropriate for the
material.

English Unit Select the English unit of measure for the material (e.g. feet, inches). This field is required
to save the record.

Metric Unit Select the Metric unit of measure for the material.

Type Code Type of material.
- KYTC will not be using this field.

Size Code Free form field for the further definition of the material.

- KYTC will not be using this field.

Brand Name | This field indicates whether or not a brand name must be associated with the material. If

Required the indicator displays a checkmark, the brand name of an approved product must be
entered in the Product Name field on the Sample Information window when creating a
sample record for the material. Mark the checkbox when applicable.

Control Indicates if a control number must be supplied when sampling the material.

Numt_)er - This field will be utilized as appropriate for the material. A control number will

Required reference a Lot, Heat, Batch, etc. on the Sampling and Testing record.

Specification | Indicates the material test specification number.

Reference - In KYTC, this field can be populated with reference to the section of the specification

manual in which the material is listed.

- Special Provisions are indicated with SP. Special Notes are indicated with SN. If the
field displays REMARKS, then the multiple specifications that the material references
are entered in the Remarks bubble.

Status Ind Select the Status Indicator. Indicates if the material is active or inactive. Inactive indicates

the material is no longer in use. Defaults to Active.

Status Date

Enter the status date. Date when any data on the material record was last changed.
Defaults to current date for new records.

The Material Detail Window - Description Folder Tab — Field Descriptions
Table 2-1
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Policy and Procedure

In KYTC, the Material Code is a five digit number. Each laboratory section uses the block of
numbers for Material Codes as listed in the following table.

Material Codes Laboratory Section
10000 — 19999 Aggregates
20000 — 29999 Asphalt Mixtures
30000 — 39999 Chemical
40000 — 49999 Concrete
50000 — 59999 Geotech
60000 — 69999 Liquid Asphalt
70000 — 79999 Physical
80000 — 99999 Unused
Z00000 New Products (for Central Office use)
KYTC Material Codes by Laboratory Section
Table 2-2

In KYTC, the SiteManager System Administrator will maintain the Material Detail window. Submit all
requests for new material codes or modifications of existing material codes to the SiteManager System
Administrator on the Material Detail Request Form
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2=k

Exercise 2-2
In the following exercise, you will view a material description.
User ID: sfoster Password: kentucky  Group ID: DME

1. Double-click the Material Detail icon.
2. Scroll to and double-click material code 60075 Performance-Graded Asphalt Bind PG-64-22.

%Hint: You can use the FIND feature in SiteManager to locate a record in a Select List. In this
exercise, click the Material Code column heading to sort by material code. This will enable you to enter a
value in the Find textbox. Enter the value ““6”” and you notice the first record with a value of ““6”” highlighted.
Enter the value ““6007”” and this will directly take you to the first material code with the value “6007”
somewhere in the material code.

3. What is the Category of this material?
4. What is the English Unit of this material?
Now, prepare for the next exercise.

5. Click the Tests tab.
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Viewing Material Tests

Use the Tests folder tab to track the test templates that may be used to record test data for samples of
the selected materials. SiteManager uses this information to provide a list of valid tests for materials
when performing the Sampling and Testing processes.

=2
* Description 1 Tests " Gradations
Material Code |60075
Test Method Test Mbr Test Description
L& _SOLUBIL 1106 SOLUBILITY OF BUTHMINOUS MATERIALS
L&k _CHAMGE 1075 MA5S CHaMGE [FG BINDER]
LACRITICAL 1128 CRITICAL CRACKING TEMPER&TURE
LADIRECTEM 1130 DIRECT TEMSION OF A5PHALT EINDERS
LAFLASHPMT 1135 FL&SH POIMNT OF ASPHALT MATERIALS
La0RIG_DSH 1149 ORIGINAL DYNAMIC SHEAR
LaP&y DSR 1151 FRESSURE AGING VESSEL DYNAMIC SHEAR
LaPG_STIFF 1152 BEMDING BEAM RHEOMETER - STIFFNESS
LAPGMYALLE 1153 BEMDING BEAN RHEOMETER - M-AALLE
LAPGYISCOS 1154 BROCKFIELD %ISCOSITY PG BINDER)
LARTFO_DSR 1164 ROLLIMG THIM FILM O%EN DYNAMIC SHEAR
£ >
The Material Detail Window - Tests Folder Tab
Figure 2-3

KYTC SiteManager Field Definitions

Field Name KYTC Population Policy & Procedure
Material Auto Populated with the Material Code from the Description folder tab.
Code
Test Method | After the selecting the test associated to the Material, the KYTC Test Method will be
displayed.
Test Nbr The SiteManager number used to identify the test window on which the test result

information is recorded. This field is display only based on the Test Method selected. The
system automatically assigns this number for standard test and when creating the test
template corresponding to the test method.

Test Displays the KYTC description of the test template.
Description

The Material Detail Window - Tests Folder Tab —Field Descriptions
Table 2-3
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@t Exercise 2-3

In this exercise, you will learn how to view material tests.
User ID: sfoster Password: kentucky  Group ID: DME

1. How many tests are available for this material?

2. Istest method LAORIG_DSR — ORIGINAL DYNAMIC SHEAR, an available test for this
material?
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Viewing a Material Test Specification

Use the Material Specification window to view material test specifications. These specifications may
be either numeric or alphanumeric and have no validation performed against them. This information
gives detail limits to values acceptable by the individual tests specified for a material. Since this
material specification can change over time, the specification is maintained by effective date. The
data from this window is used during the sampling and testing processes to compare tests results. A
material can have one set of test specifications per effective date.

¥ Material S pecification

Material Code |[F0075  Test Method [L4P2Y DSE  Description |PRESSURE AGING YESSEL D'MAMIC SHEAR

Effective

Status Minimum M aximum
|Active ﬂ 5500

The Material Specification window
Figure 2-4

KYTC SiteManager Field Definitions

Field Name KYTC Population Policy & Procedure

Material Displays the Material Code from the Description folder tab.

Code

Test Method | Displays the Test Method from the Tests folder tab.

Test Displays the Test Description from the Test folder tab.

Description

Effective Enter the date the test specification becomes effective. There can be multiple Effective

Date Dates.

Minimum Enter the beginning value for the specification limit.

Maximum Enter the ending value for the specification limit.

Status Select the status. Indicates if the test specification is active or inactive. Indicates if the
material is active or inactive. Defaults to Active.

The Material Specification Window — Field Descriptions
Table 2-4
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Policy and Procedure

In KYTC, Material (Test) Specifications will only be assigned when the specification values always
hold true for the specific test. If the test specifications do not always apply (specification values may
vary), this window should not be used. Example: Concrete applications.

2=k

Exercise 2-4
In this exercise, you will learn how to view a material test specification.
User ID: sfoster Password: kentucky  Group ID: DME
1. Onthe Tests panel, click the LAPAV_DSR, Test Number 1151.
2. Click the Services menu.
3. Click the Material Specifications choice. The Material Specifications window appears.
4. What is the minimum passing value for this test on this material?
5. What is the maximum passing value for this test on this material?
6. On the toolbar, click the Close button.
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Viewing Material Gradations

To outline the minimum and maximum passing percentages for each screen size, use the
Gradations folder tab for details about the gradation limits for the specified material. A material
may have more than one set of active gradation specifications. The status of a gradation may be
changed to inactive to indicate that the gradation is not being used. The Mix Design and

Sampling and Testing functions of SiteManager use the data from this window for validation and
information.

E Material Detail

Dezcription Testz " Gradations

Maternal Code [10045 N
Ellective Dake atabax

DE/01/05

—

Sieve Size Minimum Hange Maximum Range
511:11/2" (37 5mm] | 100 100
512 1" [25 mm) Jd| 95 100
514 1/2" [12.5 mm) | 25 G0
17 N0 4 (475 mm) | 0 10
518:NO. 2[236mm] | 0 5

The Material Detail Window - Gradations Folder Tab
Figure 2-5
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KYTC SiteManager Field Definitions

Field Label KYTC Population Policy & Procedure

Material Displays the Material Code from the Description folder tab.

Code

Effective The date the gradation becomes effective. Defaults to current date when a new set of

Date material gradations are created or copied

Status Select the status. Identifies the current status of this contract item record (e.g. active or
inactive). Status defaults to active.

Sieve Size Enter the AASHTO and ASTM standard sieve sizes (e.g. 1/2, # 4). Sieve size is required
when Minimum or Maximum values are entered.

Minimum Enter the beginning value for the gradation limit.

Range

Maximum Enter the ending value for the gradation limit (must be greater than minimum range value).

Range

2=k

The Material Detail Window - Gradations Folder Tab — Field Descriptions
Table 2-5

Exercise 2-5

In this exercise, you will learn how to view a gradation.
User ID: sfoster Password: kentucky  Group ID: DME

1. On the Material Detail window, click the Gradations folder tab.

% Note: Not all materials will have gradation information. Material code 60075 is a
material that will not have gradation information. Let’s look at a material that does have
gradations

Nook~wd

Click the Description tab.

Click the Open button on the toolbar.

Scroll to Material Code 10045 — AGG-#57.

Click OK.

Click the Gradations tab.

What are the minimum and maximum ranges for Sieve Size S14.
¥%”(12.5mm)?

8. Click the Close button on the toolbar.
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Viewing Sampling and Testing Requirements

The Maintain Sample and Testing Requirements window allows the identification of materials for a
bid item and the minimum sampling and testing requirements guide. To identify the minimum
frequency, responsibilities, sample size, and/or unit for the sampling and testing of a material for a
bid item, use the Maintain Sample and Testing Requirements window. SiteManager uses the data to
generate default contract sampling and testing requirements for new contracts.

You can access the Maintain Sample and Testing Requirements window from two panels, the
Material Information or the Contract Materials panel.

% Data that appears in the Sampling and Testing Requirements window on the Material Information
panel are used as guidelines. Contract specific information is defined in the Contract and Sampling window.
Contract Sampling and Testing requirements and setup will be discussed in the next section.

Viewing a Material on a Bid Item

Use the Materials folder tab to view the association of materials to bid items, as well as the
conversion factor and approved source indicator for the selected material for a specified bid item.
SiteManager uses the conversion factor to calculate the quantity of material represented in the
associated bid item.

%A single material may be associated to many different bid items. Materials are associated to bid
items in the Maintain Sample and Testing window. A materials sampling and testing requirements may differ
from one bid item to the next.

™ Maintain Sample an kTesting Requirements

7 Materials Sample and Testing |

Item: (00205 Spec Year: [2003 Item System Unit: IE_ Item Unit: [TOM
Desc. 1: [CL3 45PH BASE 1.500 PGE4-22

Desc. 2: |
Material Code: [50075 |PERFORMANCE-GRADED ASPHALT BIND PG B4-22
Conversion Factor: 00000 @ Approved Source Required

Special Instruction:

The Maintain Sample and Testing Requirements Window - Materials Folder Tab
Figure 2-6
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KYTC SiteManager Field Definitions

Field Label KYTC Population Policy & Procedure

ltem Displays the unique identifying code for the bid item from the Item Master.

Spec Year Displays the specification year for the bid item.

Item System | Displays whether the units of measure are English or Metric.

Unit

Iltem Unit Displays the unit of measure for the bid item.

Description Displays a description of the selected bid item from the Item Master.

(Lines 1&2)

Material Select the Material Code associated to the Item code.

Code

Conversion Displays the Conversion Factor for the material.

Factor

Approved This field indicates whether or not an approved source from the Approved Materials (i.e.

Source Brand Name Product) functionality must be associated with the material. If the indicator

Indicator displays a checkmark, the name of an approved product must be entered in the Sample
Information window when creating a sample record for the material. Select as applicable.

Special This field is a freeform text field intended for the user to type special instruction specific to

Instructions the bid item to material relationship. The value, if any, will be passed to the Contract
Sampling and Testing Requirements window.

- In KYTC this field should include the defaults for how the conversion factor was
determined, special instructions for sampling, and whether or not the Contract should
be referenced for specific detalils.

- Instructions on how to modify the conversion factor if precast concrete material is
used should also be listed in Special Instructions.

The Materials Folder Tab Fields Table
Table 2-6

KENTUCKY
TRANSPORTATION
CABINET

Policy and Procedure

In KYTC, the SiteManager System Administrator will maintain the data in the Sampling and Testing
Requirements window. Submit all requests for new Bid Item Code and Material Code associations
or modifications of existing Bid Item Code and Material Code associations and their corresponding
sampling and testing requirements to the SiteManager System Administrator on the Sampling and
Testing Requirements Request Form.
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&t Exercise 2-6

In this exercise, you will learn how to view a material code on a bid item.

User ID: sfoster Password: kentucky  Group ID: DME

1. Onthe Material Information panel, double-click the Sampling and Testing Requirements
icon. The Maintain Sampling and Testing Requirements window appears.

2. Inthe Item list box, scroll to and double-click 00205, English, 2003, CL3 ASPH BASE
1.50D PG64-22.

3. Inthe Material Code list box, scroll to and double-click 60075, PERFORMANCE-GRADED
ASPHALT BIND PG 64-22.

4. What is the conversion factor?

Now, prepare for the next exercise.
5. Click the Sample and Testing folder tab.

Viewing the Sampling and Testing Requirements for a Bid Item Material

Use the Sample and Testing tab to view a material’s sample and testing requirements for a given bid
item. Use the top portion of the tab to pick which of the sets of detail to be viewed. Use the bottom
portion to view the information.

The frequency of testing is the rate at which a sample must be collected. It is based on the quantity
of bid item installed at job site and is indicated using the Rate and Frequency fields.

¥ Maintain Sample and Testing Requirements

b aterials 1 Sample and Testing 1

Item |00205 Spec Year 2003 Item Unit System |E Item Unit  |TON
Material 50075  Material Desc. |FERFORMANCE-GRADED ASPHALT BIND PG 64-22

Sample Type Acceptance Method Test Method
PROJECT ACCEPTANCE ST RESLILTS MASSCHANGE (PGBINDER) | |
|F'HDJECT ACCEPTAMNCE |TEST RESULTS |DHIGINAL DYMNAMIC SHEAR
|PHDJEET ACCEPTAMNCE |TEST RESLULTS |F'HESSUFIE AGIMNG WYESSEL Dy
|F'HDJECT ACCEPTAMNCE |TEST RESULTS |BENDING BEAM RHEOMETER
|PHDJECT ACCEPTAMNCE |TEST RESLULTS |BENDING BEAN RHEOMETER
|PHDJEET ACCEPTAMNCE |TEST RESLULTS |HDLLING THIM FILM OWEN DY

Sample Type: [HiNEEROERT) Acceptance Method: |TEST RESULTS j
Test Method: |L4% CHANGE [MASS CHANGE (PG BINDER)
Rate Frequency
Sample Location: |FLANT I | [ 1 Samples per: |  E.500.000
Sample Units: |TONS | Sample Size: [21-0T CAN
Sample Responsibility: |CONTRACTOR |
Test Responsibility: [STATE |

The Sample and Testing Tab
Figure 2-7
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KYTC SiteManager Field Definitions

Field Label KYTC Population Policy & Procedure
Sample Type | ldentifies the type of the test to be performed on the material for the associated bid item.
Select the Sample Type.
- Refer to the paragraph below for the specific combinations of Sample Type and
Acceptance Method allowed in KYTC. This is a required field.
Acceptance Identifies how the material will be accepted on the contract. Select the Acceptance Method.
Method - Refer to the paragraph below for the specific combinations of Sample Type and

Acceptance Method allowed in KYTC. This is a required field.

Test Method

Unique identifier of test template that will be used to capture the test data. A full description
of the test to be completed will display to the right of the Test Method field. Select the Test
Method. This is a required field.

Responsibility

Sample Wherever the Sample Location is available, it should be entered. Selections include Job

Location Site, Plant, and Manufacturer.

Sample The rate at which a sample must be collected. Enter the Sample Frequency.

Frequency

Sample Size | This field indicates the minimum sample quantity to be collected. Wherever the Sample
Size is available, it should be entered.

Sample Unit | The unit of the sample size. Wherever the Sample Unit is available, it should be entered.

Sample The sample responsibility should be indicated as either State or Contractor. Thisis a

Responsibility | required field.

Test The test responsibility should be indicated as either State or Contractor. This is a required

field.

The Maintain Sample and Testing Requirements Window -
Sample and Testing Folder Tab - Field Descriptions
Table 2-7
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Policy and Procedure

In KYTC, the System Administrator will enter S&T Requirements in accordance with the field table
definitions that follow. The System Administrator will also record additional comments regarding
assumptions made in determining the Conversion Factor and/or frequency in the Remarks bubble.

Use Sample Types and Acceptance Methods in determining S&T Requirements as defined by the
following:

« Verification — Verification should be chosen as a Sample Type for materials that are sampled for
the purpose of retesting questionable material (e.g., Verification samples). Verification should
NOT be set up as an S&T Requirement. Possible Acceptance Methods are Test Results.

» Independent Assurance — Independent Assurance should be chosen as a Sample Type when
materials are sampled for the purpose of meeting Independent Assurance S&T Requirements. The
only possible Acceptance Method is Test Results.

« Informational — Informational should NOT be set up as an S&T Requirement. This should be
chosen on a sample record for samples that are taken for CCRL, AMRL, and for other samples
that should not be counted toward Contract S&T Requirements (e.g., New Products or new
suppliers). Possible Acceptance Methods are Test Results and Certification.

« Mix Design Approval — Mix Design Approval should be chosen as a Sample Type for the
Material Code Mix Design Approval and when materials are sampled for the purpose of Mix
Design approval. The only possible Acceptance Method is Mix Design Approval.

« Project Acceptance — Project Acceptance should be chosen as a Sample Type for materials
sampled for the purpose of fulfilling Contract S&T Requirements. Possible Acceptance Methods
are Visual Inspection, Test Results, and Certification.

»  QA- QA should be chosen as a Sample Type for materials sampled for the purpose of
Verification of Contractor’s Quality Control Testing. A possible Acceptance Method is Test
Results.

» QC-QC should be chosen as a Sample Type for materials sampled for the purpose of
Contractor’s Quality Control Testing. A possible Acceptance Method is Test Results.
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2=k

Exercise 2-7
In this exercise, you will learn how to view the sampling and testing requirements of a material for a bid item.
User ID: sfoster Password: kentucky  Group ID: DME
1. Onthe Sample and Testing tab, select test PRESSURE AGING VESSEL DYNAMIC SHEAR,
LAPAV_DSR in the top data window.
2. What is the Sample Type for this test?
3. What is the Acceptance Method for this test?
4. What is the required Frequency of testing?
5. On the toolbar, click the Close button.
6. Open Internet Explorer.
7. Enter the following URL
http://kytct00d03/businessobjects/enterprisell5/InfoView/logon.aspx
%Hint: This URL is case sensitive. If you have trouble, make sure to check the case of
each character. You may want to add this URL to your favorites.
Enter the following Information to log into the KYTC
KYTC has assigned Usernames and passwords
trainl....trainl8 for training purposes
The instructor will assign you your UserlD.
Crystal Report Site:
System: kytct00d03
Username: train#
Password: train#
Authentication: Enterprise
8. In the left pane window, Click on the Public folder\training\materials/Sampling and testing .
The main window pane will display a list of reports.
9. Select the Sampling Checklist report.

You can navigate through the report by using the following Crystal Report Navigation buttons.

||jiﬂrj‘-uu<rn

10. Close Internet Explorer.
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Review for Section 2

To view a material description:

1.

2.
3.

4

On the Material Information
panel, double-click the Material
Detail icon.

Click the Open button.

In the list box, scroll to and click
the desired material code.

Click OK.

To view a material test:

1.

2.
3.

4,

5

On the Material Information
panel, double-click the Material
Detail icon.

Click the Open button.

In the list box, scroll to and click
the desired Material Code.
Click OK.

Click the Tests folder tab.

To view a material test specification:

1.

o

On the Material Information
panel, double-click the Material
Detail icon.

Open a material description.
Click the Tests folder tab.

Click the desired test (except one
of the standardized tests).

Click the Services menu and
click the Material
Specifications choice.

To view a material gradation;

1.

wn

On the Material Information panel,
double-click the Material Detail
icon.

Open a material description.

Click the Gradations folder tab.

4. In the upper data window, click the
correct material gradation effective
date.

To view a material code on a bid item:

1.

N

On the Materials Information
or Sampling and Testing panel,
double-click the Sampling and
Testing Requirements icon.
Click the Open button.

In the Item list box, scroll to and
double-click the desired choice.
In the Material list box, scroll to
and click the desired choice.
Click OK.

To view sampling and testing requirements
of the material for a bid item:

1.

On the Materials Information
or Sampling and Testing panel,
double-click the Sampling and
Testing Requirements icon.
Click the Open button on the
Material folder tab.

In the Item list box, scroll to and
double-click the desired choice.
In the Material list box, scroll to
and double-click the desired
choice.

Click the Sample and Testing
folder tab.
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Summary Exercise for Section 2

In this exercise you will view base materials data.

User ID: sfoster Password: kentucky  Group ID: DME

1. Navigate to the Material Detail window.

2. Open Material Code 10045, AGG - #57.

3. What is the minimum range value for the 1/2-inch (12.5 mm) sieve?

4. Navigate to the Sampling and Testing Requirements window.

5. Open Item 00205, E, 2003, CL ASPH BASE 1.5 PG64-22 and Material Code 10290.
6. What is the conversion factor?

7. What is the sample frequency for test method AGFINEQUAL?

8. Continue to review this section and open items/materials to satisfy your curiosities about the
items/materials you work with most.
9. Navigate to the main Materials Management panel.
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Questions and Answers
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Section 3 Contract Materials

By the end of this learning module, you will be able to do the following:

[ Modify Contract Sampling and Testing Requirements

[J View the Source Material Custom Report
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Contract Materials

After a contract has been activated in SiteManager, the Contract Materials component provides for
the automatic creation of material associations to items, Sampling and Testing Requirements for
those materials, and the generation of an Outstanding Item List for a selected contract. The
Outstanding Item List identifies the items on the contract that do not have defined Sampling and
Testing Requirements and should be examined before generating materials. KYTC has developed a
KYTC Custom Outstanding Item report using Crystal Reports. You will view the KYTC
Outstanding Item list in Exercise 3-2.

E SiteManager Panel

tdain Panel T b aterials banagement[+] T Contract Materials(+]
Contract
Sampling and
Tezting
The Contract Materials Panel
Figure 3-1
Exercise 3-1

In the following exercise, you will navigate to the Contract Materials panel.
User ID: sfoster Password: kentucky  Group ID: DME

1. Onthe Materials Management panel, double-click the Contract Materials icon.
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Viewing Contract Sample and Testing Requirements

After the Generate Contract Materials process is complete, sampling and testing requirements may
be modified through the Contract Sampling and Testing icon. This icon provides the ability to make
changes to materials contained within a contract line item and the contract sampling and testing
requirements for that material. This may include conversion factor or producer/supplier changes,
testing requirement modifications, or material substitutions. Contract Sample and Testing
Requirements may change throughout the life of the contract.

If an estimate is generated before materials are generated, no testing discrepancies will occur on the
estimate. It will appear as if all Sampling and Testing requirements were met. For this reason
materials must be generated prior to the first estimate.

If a new item is added to the contract through the change order process, contract materials will
automatically be updated for the contract bid item once the change order is approved. Contract
Sample and Testing Requirements for items added via change order will be modified throughout the
life of the contract by the DME through this window.

Policy and Procedure

KYTC Procedure

After materials are generated or after a change order is approved, the DME is responsible for making
all contract specific modifications to the sampling and testing requirements. Modifications may be
necessary based on proposal specifications, project plans or the addition or modification to a contract
item via a change order. The DME may add or delete any materials necessary to fulfill the sampling
and testing requirements for the items on the contract. When defining new sampling and testing
requirements, the DME will consult the Sampling Manual for guidelines or, in the case of a new
item, coordinate with the Materials Administrator.

After the DME has completed the Contract Sampling and Testing Requirement revisions, the DME
will contact the Central Office IAS Liaison. The Central Office IAS Liaison will determine if IAS
requirements apply to the contract. If they do apply, then IAS Liaison will update the Contract
Sampling and Testing Requirements to reflect 1AS requirements on the contract. The Central Office
IAS Liaison will notify the RE and DME after the modifications have been made.

Modifying Bid Item Materials

The Materials folder tab details the material to bid item association, including specification of the
conversion factor, indication if an approved source is required and outlined special instructions for
modifying the relationship. It also displays the material quantity for the bid item on the
Contract/Project. If necessary, the Material can also be viewed from this window.
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Contract Materials
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¥ Contract Sample and Testing Requirements

Materials Sample and Testing

Contract EF‘UU‘I Project EUB11DEED4B2

Bid Item Code 00300 Item Unit |TON

Desc. 1: |CL'| ASPH SURF 0,380 PGE4-22
Desc. 2:
Supp Descl

Supp Desc2 |

M aterial Code: |EDD?5 FERFORMANCE—GRADED ASPHALT BIMD PG B4-22

E Approved Source Required
Material Unit: | GALLONS
I

W

Conversion Factor: |

Matenial Quantity: 227.000

Special Instruction:

The Materials Folder Tab
Figure 3-2

Materials Folder Tab Description

The Materials folder tab allows the specification of the conversion factor and approved source
required indicator for a selected material on a bid item. If necessary, the Material can also be viewed
from this window.

KYTC SiteManager Field Definitions

Field Name KYTC Population Policy & Procedure
Contract This window name is auto populated with the Contract ID.
Project This window name is auto populated with the Project Number.
Bid Item This window name is auto populated with the Bid Item Code.
Code
Item Unit This window name is auto populated with the Bid Item Unit.
Dejcription This window name is auto populated with the description of the bid item.
an

Supplemental
Descriptions

Material The DME may add or delete any materials necessary to fulfill the sampling and testing
Code requirements for the items on the contract.
Conversion The conversion factor is used by SiteManager to calculate the quantity of material
Factor represented in the associated contract bid item.

The DME may change the conversion factor based on contract specifications.
Approved This field indicates whether or not an approved source from the Approved Materials (i.e.
Source Brand Name Product) functionality must be associated with the material. If the indicator
Required displays a checkmark, the name of an approved product must be entered in the Sample

Information window when creating a sample record for the material.

In most cases the default for this field should be accepted. However, the DME may select
(or unselect) the checkbox based on specific situations related to the contract.
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Field Name KYTC Population Policy & Procedure

Material This field is auto populated with the Material Quantity expected to be utilized over the life of

Quantity the contract. SiteManager calculates this value as follows: (Bid Qty of Bid Item + Change

Order Qty) * Conversion Factor.

Material Unit | The DME may change the Material Unit field based on contract specifications, however,
he/she must change the conversion factor accordingly based on the new unit.

Special This field may be utilized by the DME to note any special situations or special notes in the
Instruction proposal. Any changes made to the material unit and/or conversion factor should be noted
here.

NOTE: This field will be included in a custom “Sampling Checklist” report.

The Materials Folder Tab Fields Table
Table 3-1

EENTUCKY
TRANIPOATATION
CABINET

Policy and Procedure

KYTC Procedures

Component Materials and Contractor Options

All possible component materials and Contractor Options that require S&T should be listed for the
Bid Item. For example, if a Bid Item can have three different types of Fly Ash, then all three types
should be listed for the Bid Item in the ‘Open’ select list.

NOTE: The DME will delete the materials that do not apply to a specific contract on the Contract
Sampling and Testing window. If there is a possibility that the material will be used on the item at
some point in the Contract, the DME may change the conversion factor to zero. If the material is not
used by the end of the project, the DME should delete the material code.

Test Requirements of One per Contract
The System Administrator will set the frequency as 1 per 9,999,999 for applicable materials.

% NOTE: This S&T Requirement will serve as a reminder that a sample is needed for the Contract.
The DME and RE will refer to the Sampling Manual for correct frequencies. The DME and RE are
responsible for obtaining samples in accordance with the Manual. The following are examples that have this
requirement and will need to be reviewed:

e Geotech Bid Items — Embankment in Place and Excavation
e Lot and Shipment Sampling
e Time Frequency
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Adjustment to Conversion Factor

The conversion factor takes into consideration the materials that are used in the bid item. If the
materials are not used consistently; or substitutions of materials are made, the conversion factor will
be adjusted accordingly.

Additional comments regarding assumptions made in determining the Conversion Factor may be
recorded in the Remarks bubble.

% NOTE: Maintaining Contract Materials List

The Contract Change Order component of SiteManager handles changes in material quantities. If a new item
is added to the contract through the change order process, contract materials will automatically be updated
for the contract bid item once the change order is approved. Material details for items added via change
order may be modified throughout the life of the contract through this window.

A Contract can only be generated once in SiteManager. After a Contract has been generated in SiteManager,
changes to Sampling and Testing Requirements must be made manually in the Contract Sampling and Testing
window.
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The following is an example of adjusting the conversion factor.

Conversion Factor Adjustment (EXAMPLE)

Bid Item — Class A Concrete Quantity — 250cy

In this example, the contractor has decided to use two Class A concrete mixes and to also use 30
precast headwalls. For this project the headwalls require 0.5¢cy of concrete for each headwall.

The contractor will be using

e 100cy of Class A concrete with straight type | cement and #68 coarse aggregate
e 135cy of Class A concrete with Class F Fly Ash and #57 coarse aggregate
o 30 precast headwalls (15cy)

Materials Code Descriptions Conversion Factor (default) Conversion factor (adjusted)
Class A Conc 1.0 0.94
Class A Conc Mix Dsgn 1.0
Conc Agg 57 1.0 0.54
Conc Agg 67 0.0
Conc Agg 68 0.0 0.40
Conc Agg 78 0.0
Cement Type | 1.0 0.94
Cement Type Il 0.0
Cement Type 11 0.0
Class C Fly Ash 0.0
Class F Fly Ash 0.0 0.54
Microsilica 0.0
Misc Precast 0.0 1.0
Etc...... 0.0
Etc...... 0.0
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Conversion Factor Adjustment for Class A Conc
Since the entire quantity of the bid item will not be cast-in-place, the Class A should be adjusted.

250cy (bid item)

-15cy (not used because of the precast headwalls)

235cy (cast-in-place)

Conversion Factor (CF) = 235cy (cast-in-place) = 0.94
250cy (bid item)

Conversion Factor Adjustment for Class A Conc Mix Design

The CF for Class A Conc Mix Design should be left at 1.0 since they are using Class A concrete. If
the contractor had used precast products for the entire bid item, the CF for the Mix Design would be
0.0 (indicating that Class A concrete was not used).

Conversion Factor Adjustment for # 57 Aggregate
Since #57 aggregate is only used in 135cy of the cast-in-place concrete the CF should be adjusted.

CF = 135cy (cast-in-place) = 0.54
250cy (bid item)

Conversion Factor Adjustment for # 68 Aggregate
Since #68 aggregate is only used in 100cy of the cast-in-place concrete the CF should be adjusted.

CF =100cy (cast-in-place) = 0.40
250cy (bid item)

Conversion Factor Adjustment for Class F Fly Ash
Since Class F Fly Ash is only used in 135cy of the cast-in-place concrete the CF should be adjusted.

CF = 135cy (cast-in-place) = 0.54
250cy (bid item)

Conversion Factor (CF) Adjustment for Miscellaneous Precast

Since the contractor is using some precast items for this bid item, the CF of the Misc Precast
material code should be changed to 1.0. On this item, the rate/frequency is 1/9,999,999 (this
indicates 1 per project). The CF of 1.0 shows that the material was used and the 1/9,999,999 triggers
a sampling and testing reminder that the Sampling Manual needs to be checked for sampling
requirements. If this material requires more than one SiteManager entry, additional tests should be
added to this material for each sample/certification required.

Conversion Factor Adjustments for Other Materials on the Bid Item
Additional items/materials on the bid item should also be adjusted using the above examples as a
guide.
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Exercise 3-2
In the following exercise, you will view a material code for a bid item on Contract AP002.

User ID: sfoster Password: kentucky  Group ID: DME

1. On the Materials Management panel, double-click the Contract Materials Icon.

2. On the Contract Materials panel, double-click the Contract Sampling and Testing
icon.

3. Inthe Contract list box, scroll to and double-click the Contract AP0OL.

4. In the Project/Line Item list box, scroll to and double-click the Project
Z081106504B2, Line Item 0360, CL1 ASPH SURF 0.38D PG64-22.

5. How many materials are listed on this item?

6. In the Material list box, scroll to and double-click the Material Code 60075.

7. What is the Material Unit of measure of this item?

8. What is the Conversion factor?

9. What is the Material Quantity?

10. Click the Sample & Testing folder tab.
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Modifying Contract Sample and Testing Requirements

The Sample and Testing tab allows the modification of a materials sample and testing information
for a given bid item. The top portion of the tab allows the user to pick which of the sets of details
need to be edited. The bottom portion allows the user to edit the information. Any changes made in
the bottom portion of the window will be automatically reflected in the top portion.

ﬂ Contract Sample and Testing Requirements

I aterials 1 Sample and Testing |

Contract [5P001T  Project [Z081106504B2 Bid Item Code |00300  Item Unit |TOM

Material [G0075  Material Desc. |PERFORMANCE-GRADED ASPHALT BIND PG 64-22
Desc. 1: [CL1 ASPH SURF 0,380 PGE4-22

Desc. 2: |
Supp Descl |
Supp Desc2 |
Producer Supplier Code Sample Type Acceptance method Test Method
PROJECT ACCEPTAMNCE TEST RESULTS L%k _CHAMGE ]
| [PROJECT ACCERTANCE [TEST RESULTS [LaDRIG_DSR
| [PROJECT ACCERTANCE [TEST RESULTS [Lapan DSR
| [FROJECT ACCERTANCE [TEST RESULTS [LaPG_STIFF
Producer Supplier Code: | [
Sample Type: |PROJECT ACCEFTANCE |  Acceptance Method: [ TEST RESULTS |
Test Method: |L2% CHANGE [MASS CHANGE [PG BINDER]
Rate Frequency
Sample Location: |FLANT B 1 Samples per.: |  £.500.000
Sample Units: | TONS ] Sample Size: [21-07 CaN
Sample Responsibility: [CONTRACTOR ]
Test Responsibility: [STATE ]

The Contract Sample and Testing Folder Tab
Figure 3-3
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KYTC SiteManager Field Definitions

Field Name KYTC Population Policy & Procedure
Contract This field is auto populated with the Contract ID.
Project This field is auto populated with the Project number.
Bid Item This field is auto populated with the Bid ltem Code.
Code
Item Unit This field is auto populated with the Item Unit.
Description This field is auto populated with the description of the bid item.
and
Supplemental
Description
Producer In most cases the P/S field will not be populated for the Contract Sampling and Testing
Supplier Requirements but should be specified when logging the sample in the Sample Information
Code window.
Sample Type | This field may not be modified.
For IAS requirements, the Sample Type will be “INDEPENDENT ASSURANCE SAMPLE".
Acceptance This field may not be modified.
Method

For IAS requirements, the Acceptance Method will be ‘TEST RESULTS'.

Test Method

This field may not be modified.
For IAS requirements, the Test Method will be added for each IAS requirement.

Sample This field may not be modified.

Location

Sample This field may not be modified.

Frequency For IAS requirements, the Rate will be ‘1’ and the Frequency will be determined as per IAS
and Rate requirements for that material.

Sample Size | This field may not be modified.

Sample Unit | This field may not be modified.

Sample This field may not be modified.

Responsibility

If CONTRACTOR is chosen, user will log comment in the remarks bubble of the Sample
Information window regarding the specific type of consultant or other agency that took the
sample.

For IAS requirements, the Sample Responsibility will be ‘'STATE'.

Test
Responsibility

This field may not be modified.

If CONTRACTOR is chosen, user will log comment in the remarks bubble of the Sample
Information window regarding the specific type of consultant that tested the sample.

For IAS requirements, the Test Responsibility will be ‘'STATE'.

The Contract Sample and Testing Folder Tab Fields Table
Table 3-2
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EENTUCKEY
TRANSPFORTATION
CABINET

Policy and Procedure

KYTC Procedure

Sample Types and Acceptance Methods should be used in determining S&T Requirements as
defined below:

« Verification — Verification should be chosen as a Sample Type for materials that are
sampled for the purpose of retesting questionable material (example: Verification
samples). Verification should NOT be set up as a S&T Requirement. Possible
Acceptance Methods are Test Results.

« Independent Assurance — Independent Assurance should be chosen as a Sample Type
when materials are sampled for the purpose of meeting Independent Assurance S&T
Requirements. The only possible Acceptance Methods is Test Results.

» Informational — Informational should NOT be set up as a S&T Requirement. This
should be chosen on a sample record for samples that are taken for CCRL, AMRL, and
for other samples that should not be counted towards Contract S&T Requirements (e.g.
New Products or new suppliers). Possible Acceptance Methods are Test Results and
Certification.

» Mix Design Approval — Mix Design Approval should be chosen as a Sample Type for
the Material Code Mix Design Approval and for when materials are sampled for the
purpose of Mix Design approval. The only possible Acceptance Method is Mix Design
Approval.

» Project Acceptance — Project Acceptance should be chosen as a Sample Type for
materials sampled for the purpose of fulfilling Contract S&T Requirements. Possible
Acceptance Methods are Visual Inspection, Test Results, and Certification.

»  QA- QA should be chosen as a Sample Type for materials that are sampled for the
purpose of Verification of Contractor’s Quality Control Testing. A possible Acceptance
Method is Test Results.

»  QC-QC should be chosen as a Sample Type for materials that are sampled for the
purpose of Contractor’s Quality Control Testing. A possible Acceptance Method is Test
Results
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&t Exercise 3-3

In the following exercise, you will view sampling and testing requirements of a material for a bid item on
Contract AP002.

User ID: sfoster Password: kentucky  Group ID: DME

1. What tests are required on this material?

Click the row for Test Method LAORIG_DSR.
What is the testing frequency?
Who is responsible for taking the sample?
Click the Materials folder tab.

agkrwmn
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Review for Section 3

To generate the Contract materials:

To modify sampling and testing requirements of the
material for a bid item:

L 8?c;[(hfh(e:(():r:)tr:?rcatc":/l&tzgiilzgﬁzglﬁ double- 1. Op the Contract Material_s panel, doub_le-
2. Inthe Contracts list box, scroll to and click ic(!:)cnk the Contract Sampling and Testing
3 g‘ﬁc?(ess"gssigggtraa' 2. Open a material for a bid ite_m.

4' Click the Genérate choice 3. Click tlje Sample and Testlng folder_tab.

5' Click the Close button ' 4. Inthe list at the top of the window, click the

' desired sampling and testing requirement
To modify a material code for a bid item: record.
. 5. In the Sample Location drop-down list,

1. On the Contract Materials panel, double- click the expand arrow to the right of the
click the Contract Sampling and Testing current selection and click the desired
icon. _ choice.

2. In the list box, scroll to and double-click the 6. Click the Save button.
desired Contract.

3. Inthe list box, scroll to and double-click the
desired Project/Line Item.

4. In the list box, scroll to and click the desired
Material.

5. Click Ok.

6. Inthe Conversion Factor field, type desired
value.

7. If desired, click the Approved Source
Required check box (ON).

8. Inthe Special Instructions field type in
instructions regarding proper sampling.

9. Click the Save button.
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Summary Exercise for Section 3

In the following exercise, you will perform Contract Materials maintenance activities for Contract AP002.
Participants are logged on using the sfoster.

1.
2.

Nook~ow

Navigate to Contract Materials.

Open the Contract Sampling and Testing Requirements for Contract AP002, the Project
Z081106504B2, Line Item 350, CL1 ASPH BASE 0.75D PG64-22, Material Code 10310-ASPH AGG-
FINE.

What is the Conversion Factor?
What is the Material Quantity?
What tests are required?
What is the frequency of the required test?
Navigate to the Materials Management panel.
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Questions and Answers

1. Question. Why would items appear on the KYTC Outstanding Item List report?

Answer. One reason an item may appear on the report would be because it is a new item in the Item Master
List added at the request of Construction Procurement PS&E Section, but the sampling and testing
requirements have not been defined in the SiteManager generic Sampling and Testing requirements window.

2. Question. | generated a contract in the Contract Materials window. A Change Order added new items to
the contract. | went back to regenerate the contract, but it did not appear in the list. How do | add the
Sampling and Testing requirements?

Answer. The contract will disappear from the Contract Materials window after the contract has been
generated. During the contract generation process, SiteManager merges contract specific item information
and generic item sampling and testing requirements into a SiteManager database table that contains this
combined information. If SiteManager allowed a user to generate a contract multiple times, this particular
database table would contain duplicated information which would result in unreliable data. Contact the
SiteManager Administrator to add the new item into the SiteManager System, if it has not been added to the
generic Material Sampling and Testing Requirements. Once the generic Sampling and Testing requirements
are defined in the system, the contract specific Sampling and Testing requirements can be added manually in
the Contract Sampling and Testing window.

3. Question. Will the DME be the only role able to determine the necessary tests in the Contract Sampling
and Testing Requirements?

Answer. No, the DME and some personnel in the Central Office will be able to add or remove tests in the
Contract Sampling and Testing window.

4. Question. What should be done in the case that a tester could not perform a test due to testing
equipment malfunction? Should the test be deleted in the Contract and Sampling window?

Answer. No, leave the test, but add remarks that the machine was down and you couldn’t perform the test. If
the test was removed, there would not be a record describing why the test was not completed.
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Section 4 Sampling and Testing

By the end of this learning module, you will be able to do the following:

[

[

Enter Sample Information

Enter Additional Sample Data
Associate a Sample with a Contract Item
Enter Other Sample Data

Associate a Sample to a Test

Enter Test Data

Associate Testing Personnel to a Test
Authorize a Sample

Revise, Copy, and Link a Sample

Access Sampling and Testing Reports
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Sampling and Testing Requirements

Central Materials Facta- |
Section ot
Supervisors Producer/ I KYTC System Admin.
Supober | Maintains Generic Material
I And Associated Tests that can
be performed on the Material.

Central Materials
Section

Supervisors
p Producer/

ipplier
b atenalz

Central Materials
Section
Supervisors

Contract Materials Panel

Contract Activated
By Construction

KYTC SiteManager Process FlowChart

KYTC System Administrator

Maintains Generic Materials and

Sampling & Testing Requirements (S&TR)
for the Item Master

Material Information Panel

!

DME Generates

Contract Populating
Contract Matl and S&TR

|

DME Generates
Outstanding Item List Report

)

Contract
S ampling and
Teszting
Generate ,” DME modifies S&TR
Contract ,  making Contract specific
, (over the life of the contract)

Contract

Matenals

by e Sampler creates Sample
A i:;; & T, Record
. .l T e S B . 2. Tester enters test
ampler weldess ester Qualified Labs : Sample data
Qualfications " Qualifications Material Liser | Al Approved Information 3. District or Central
4 t T T T | Office Authorizes
KYTC Central | Sample
KQTL Materials Lab KQTL KQTL KQTL
(Physical Section)
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Sample Information and Entry Tracking

The Sample Information icon allows the addition of base sample data from various geographic areas
within the transportation agency.

Sampling and Testing

Sampling and Testing information is maintained using the components of the Sampling and Testing
panel.

M siteManager Panel x|
Mait Panel Materials Managerment(+] T.' "~ Sampling and Testing(+] |
mee ey === e
InFa g
Sample Find Sample Sampling & Standard
|nfarmation Testing Sample Remarks
Requirementz

The Sampling and Testing Panel
Figure 4-1

% The Sampling & Testing Requirements icon is a repeat of the same icon located on the Material
Information panel as a convenience to the end user to review the global Sampling and Testing requirements.
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Sample Information and Entry Tracking
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Basic Sample Data Folder Tab Description
The sampler is responsible for completing the necessary fields as documented in the policy and
procedures in the Basic Sample Data folder tab.

E Maintain Sample Information

- Basic Sample Data

Addi Sample Data

Contract Other Tests

Smpl 1D: [013125CFOS0001

SRt O

Sample Date: |01/16/06

Central:

Revised By: | Revising: |
Link To: | Link From: | Log Date: IW
Smpl Type: |PROJECT ACCEFTANCE | Acpt Meth: | TEST RESULTS |
Material: 10455 [BASE AGG - DGA
Sampler: [sfoster |Stephen Foster
P/5: HILLTOP @ BUTLER |4GPO0E401
Type: LMST City: [Butler
Prod Nm: [DGA LIMESTONE
Mnfet: HILLTOF & BUTLER |45PO0E4M
Town: | Geog Area: [DISTRICT 01 4|
Intd Use: |
Repr Oty: | 000 [ TONS ]
Auth By: | Auth Date: 00/00/00
Lock Type: | =1 Locked By: [sfoster Lock Date: [3/27/2006 14.04:51

Basic Sample Information Folder Tab

Figure 4-2
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KYTC SiteManager Field Definitions

Field Name KYTC Population Policy & Procedure

Sample ID Identifier of the sample record. The Sample ID is manually entered by the Sampler when
logging the sample in SiteManager. The Sample ID is 14 characters in most
circumstances but may be up to 18 characters long if there are special circumstances in
the case of a revised sample or a recheck. Every character of the Sample ID has a specific
meaning (i.e. it is “smart” number) and should follow the naming convention of
DDCCCINYY##H#XXXX. The definition of each character is outlined below.

- (DD) The district number of where the sample was taken.
- (CCC) The crew number of the Sampler.

- () The 3 letter initials of the Sampler. (Note: Users with only a first and last name
should use “X” as their middle initial. Users with more then three names should
choose which 3 letters they want to use, but should use the same 3 letters
consistently when logging samples).

- (YY) The 2-digit year sample was taken.

- (####) A 4-digit sequential number that starts with 0001 for each Sampler and then
increments sequentially for each sample logged thereafter (i.e. 0001, 0002, 0003,
etc.)

- (XXXX) The last four characters of the Sample ID should only be entered to
indicate special circumstances. RV01 would be used to indicate a revised sample
(e.g. RVO1 Revised Sample 1% time, RV02 Revised Sample 2™ time). RKO1 would
be used to indicate a recheck sample (e.g. RKO1 Recheck Sample 1* time, RK02
Recheck Sample 2™ time).

Status Identifies the current status of this record. When logging the sample, the Sampler should
select the status of “Pending”. Once all tests for the sample are completed, the Project
Engineer will select the appropriate sample status before the sample is authorized.
Notes:
- Only PENDING, COMPLETE, and FAILED will count toward satisfying the sample
requirements for a material.
- Only COMPLETE, FAILED, and FAILED AND REMOVED FROM PROJECT are
acceptable statuses for authorizing a sample.

Revised by This field is auto populated on the original sample record with the User ID of the person
who revised the sample record.

Note:
- This is only relevant when a sample record is revised.
- This field is not populated on the revised sample record.
Revising Used when the current sample has been authorized and a revision is being made on a

sample record.

This field is auto populated with the Sample ID of the original sample record for revised
samples only.

A sample should only be revised if the original material failed, and a new sample is taken
for further testing, or to correct an error/issue on an authorized sample.

Note:

- If arevised sample record is being revised again, then this field will be populated
with the ‘revising’ Sample ID; not the original Sample ID.

Sample Date | Enter the actual date the sample was physically taken.
Note:
- This field is automatically filled in by the system with today’s date.
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Field Name KYTC Population Policy & Procedure
Link To This field is populated by using the look-up function to link the current sample to another
sample that already exists in SiteManager. Link samples for the following:
- IAS samples should be linked to an Acceptance Sample
- When additional testing needs to be performed for failing samples, the new sample
should be linked to the failing sample
- Other situations when applicable.

Link From This field reflects the opposite relationship as the Linked To field by displaying the ID of the
sample that contains this sample in its Linked To field. This field is only auto populated for
samples that are linked to another sample in SiteManager.

Log Date Enter the actual date the sample is logged in SiteManager.

Sample Type | This field identifies the type of sample taken (e.g. Independent Assurance, Project
Acceptance). Select the appropriate sample type from the pick-list.

Acceptance This field identifies the method by which the sample is being accepted (e.g. Certification,

Method Mix Design Approval). Select the appropriate acceptance method from the pick-list.

Material Using the look-up function select the material being sampled and tested.

Sampler Using the look-up function select the Sampler from the list. In the case where the Sampler
is not qualified to sample the material or his qualification has not been updated, contact the
DME in his office for further action. The ID of the Sampler selected will be displayed.

P/S Using the look-up function select the approved P/S for the material being sampled. In the
case where the P/S is not approved or the approval has expired, the sampler will contact
the DME in his office for further action.

Type Based on the P/S, this field is auto populated with the Producer/Supplier type code (e.qg.
CMT for Cement, AGGR for Aggregates — General).

City Based on the P/S, this field is auto populated with the city where the producer/supplier is
located according to the Address listed on the Approved List, Producer/Supplier window.

Prod Nm Using the look-up function, select the appropriate product name (brand of material) when
available.

Mnfctr Using the look-up function, select the appropriate Manufacturer (i.e. Producer/Supplier)
when available.

- For Aggregate materials from Redistribution Yards, the original source of the
material should be selected in the Manufacturer field.

Note:

- If the Brand Name is required on the Material Detail window, then after the Product
Name is populated the Manufacturer field is auto populated.

- If the Brand Name is not required on the Material Detail window, then the
Manufacturer field is a search field that only displays the Producer/Suppliers that
are approved for that material.

Town Population of this field is optional.

Geog Area Using the pick-list, specify the district where the sample was taken.

Intd Use Enter the intended use of the material.

Represented | Per KYTC policy, this field will not be used.

Quantity

Represented | This field is auto populated with the English Unit of measure for the material sampled.

Quantity

Units
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Field Name KYTC Population Policy & Procedure
Auth By This field is auto populated with the ID of the person who authorized the sample record.
Auth Date This field is auto populated with the date the sample was authorized.
Note:

- The system will use the current date when the same is authorized.

Lock Type The value for this field determines the access level for updating the sample record. This
field will automatically default to the Office Level securities set up for the user.

If a sampler from an equivalent other office will be updating the sample record, choose No
Lock (e.g. Inspector from one Residency Crew is assigned to another Residency Crew and
needs to update the sample record, choose No Lock).
For IAS samples, select Limited Access until comparison sample is authorized. After
comparison sample is authorized, select No Lock.
- Office Level One: Central Office (If a sampler’s office security is set to the Central
Office level, they will be able to update all sample records)
- Office Level Two: District (If a sampler’s office security is set to the District level,
they will be able to update sample records in the same District and all Resident
Offices in that District)
- Office Level Three: Resident (If a sampler’s office security is set to the Resident
level, they will be able to update sample records created from others in the same

Resident Office)
Locked By This field is auto populated with the ID of the person who locked the sample record.
Lock Date This field is auto populated with the date and time the sample record was locked.

The Basic Sample Information Tab Field Table
Table 4-1
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Policy and Procedure

KYTC Procedure

At KYTC, the person taking the sample (i.e. Sampler) is responsible for logging the sample in
SiteManager and completing the necessary fields in each of the folder tabs as documented in the
policy and procedures. Once the sample arrives at the appropriate lab for testing the tester is
responsible for entering all test data in the required material test templates. Once all tests are
complete, the District, Central Office Materials or Resident Engineer reviews the test results, assigns
the sample the appropriate status, and authorizes the sample. Mix Designs and all QC/QA Sample
Information Records imported into SiteManager through the Applet procedure process, will
automatically be Authorized.

&ﬁ Exercise 4-1

In the following exercise, you will access the Sampling and Testing panel and view an existing sample record.

User ID: cjones Password: kentucky  Group ID: INSP

On the Materials Management panel, double-click the Sampling and Testing icon.
Double-click the Sample Information icon.

Click the Open button.

In the Sample ID list box, scroll to and double-click Sample ID 01312SCF060001.
What material is this a sample of?
Click the Addtl Sample Data folder tab.

oM E

% Notice the INCLUDE STANDARD REMARKS field is checked. Certain
reports refer to this checkbox field. If it is checked, the report prints the sample
record status (COMPLETE, FAILED, FAILED AND REMOVED FROM PROJECT,
PENDING) and standard remarks on the report.

~

What is the Station and Offset?
8. Click the Contract folder tab.

% SiteManager has a system parameter that tells SiteManager whether to
include the Represented Qty. field in the calculation to determine if the samples taken
satisfy Sampling and Testing requirements. KYTC is not using the Represented Qty.
field in this calculation. This field is being use for documentation purposes only

9. s this sample associated to a contract?
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10. Click the Other folder tab.

The Other tab will only be used for testing performed for non-construction
types of contract such as Facility Management, Local Government, Maintenance,
Miscellaneous, Natural Resources, and Traffic

11. Click the Tests folder tab.
12. How many tests are associated to this sample?

Entering Sample Information

The Sample Information window is used to track the collection of samples and test data results for
both contract and non-contract specific materials.

" Basic Sample Data ~ AddiSampleData  © Combact ¢ Other  © Tese
Smpl ID: [ 2A0E000T Status: [PENDING =]
Revised By: l— Revising: [— Sample Date: ’W
Link To: | Link From: [ Log Date: [11/08/0
Smpl Type: [PROJECT ACCEPTANCE v Acpt Meth: [TEST RESULTS =]
Matenial: [40905 |CLASS A CONCRETE
Sampler: [mills? [Hills, Ross
P/S: [TRICOUNTY READY MIX @ LONDON |coPonooez
Type: IQCF‘— City: [Mo Address Found.
Prod Nm: |
Mnfctr: | [
Town: | Geog Area: |DISTRICT 01 |
Intd Use: [ENEYECE
Repr Qty: | 000 [CUBIC YARDS =l
AuthBy: [ Auth Date: [00/00/00
Lock Type: [ ~] Locked By: [ciones Lock Date: [11/8/2006 141516
Central: E District : IDB—
The Basic Sample Data Folder Tab
Figure 4-3
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&ﬁ Exercise 4-2

In the following exercise, you will create a new sample record.

User ID: cjones Password: kentucky  Group ID: INSP

1. Click the Basic Sample Data folder tab.

2. Click the New button.

3. Inthe Sample ID field, enter a valid ID in the following format:
DDCCCIIYY###Ht.

% Remember, DD - use your District number. CCC — use your Crew number.
11 -Use your initials ALL UPPERCASE. YY — Use the current year. #### - Start each
year with the sequence number 0001.

4. In the Status drop-down list, click the expand arrow to the right of the current
selection and click PENDING.

5. Inthe Log Date field, type today’s date.

6. Inthe Smpl Type drop-down list, click the expand arrow to the right of the current
selection and click Project Acceptance.

7. Inthe Actp Method drop-down list, click the expand arrow to the right of the current
selection and click Test Results.

8. Using the right mouse button, click the Material field.

9. From the object menu, click Search.

10. In the Search window, double-click Material Code 40905-CLASS A CONCRETE.

11. Using the right mouse button, click the Sampler field.

12. From the object menu, click Search.

13. In the Search window, double-click Sampler —pick yourself, if you are not in the list,
choose rmills2 — Mills, Ross.

14. Using the right mouse button, click the P/S field.

15. From the object menu, click Search.

16. In the Search window, double-click Producer/Supplier Code COP000082 TRI-
COUNTY READY@LONDON.

17. In the Geog Area drop-down list, click the expand arrow to the right and click
DISTRICT 01.

18. In the Intd Use field, enter CULVERT.

% When entering data in a freeform textbox, make sure to always enter the
text in uppercase. Database searches are case sensitive and reports look for specific
values in freeform text fields. Mix case text may cause reports to appear incomplete
because they will not retrieve data correctly.

19. Click the Save button.
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A Discussion on Sample Security

A facility to lock the sample is available. When a sample is locked, only the user(s) with access will
be allowed to edit the sample information, including authorizing the sample. All users without
access will have inquiry only access. The sample can be locked at the following levels:

A. No Lock — The sample with this security option will be open for changes from any users with
update window rights.

B. Office Level — Allows update access to the sample to the specified office and to the users from all
the office levels in the chain above the specified office level.

KYTC Office Levels are:

e Level 1 Central
e Level 2 District
e Level 3 Resident

This field will automatically default to the Office Level.

If a sampler from an equivalent office will be updating the sample record, choose No Lock. For
example, if inspector from one Residency Crew is assigned to another Residency Crew and needs to
update the Sample Record, select No Lock.

For IAS samples, select Limited Access until the comparison sample is authorized. This will limit
users who are assigned to the IAS group to view, edit or authorize the sample. Users not in the IAS
group will not be able to Link to this sample.
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Sample Information and Entry Tracking
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Entering Additional Sample Data

The Additional Sample Data folder tab on the Sample Information window in SiteManager provides
an opportunity for the user completing the sample record to provide further details regarding the

sample record.

¥ Maintain Sample Information

Basic Sample Data ~ Addd Sample Data T Contract i Other Tests
Smpl 1D: |01312<R 060001 Buy American: |_| | |
Regst By: | Witnessed By:
Smpl Size: | | =
Dist from Grade: | | j

Station: [2+50 DOffset: [RIGHT

Smpld From: [NLET FOOTER

Smpl Origin:

Control Type: - Cntrl Number:
Design Type: |PCC ﬂ Mix ID: (00E40REMOS0002
Plant 1D: | |
Creator User 1D: |ciones Include Standard Remarks:
Last Modified User ID: |ciones Last Modified Date: [11/08/06

Reference:

Seal Number:

Plant Type:

The Additional Sample Data Folder Tab

Figure 4-4

ST-72

December 2006



Sample Information and Entry Tracking
KYTC Resident Engineers and Inspectors

KYTC SiteManager Field Definitions

Field Name KYTC Population Policy & Procedure
Smpl ID This field is auto populated with the Sample ID.
Buy This field identifies if the material sampled fulfills the requirement for the Buy USA
American program. Select the checkbox based on contract specifications; otherwise it should be left
(check box) blank.
Buy Per KYTC policy, this field will not be used
American
(drop-down
list)
Regst By Population of this field is optional.

Witnessed By

Population of this field is optional, except when KYTC witnesses IAS, Liquid Asphalt, and
QC samples.

Smpl Size Population of this field is optional. The Sampler may populate this field to indicate the
sample size particularly for a sample that has more than one unit (e.g. 2 cans).

Smpl Size - If the Sample Size field is populated, populate the sample unit.

Units

Dist from Per KYTC policy, this field will not be used. This information will be captured in Material

Grade Test Templates.

Dist from Per KYTC policy, this field will not be used. This information will be captured in Material

Grade — Test Templates.

Length

Station Population of this field is required for concrete cylinders, soils, aggregate base, and cores.

Offset Population of this field is required for the following:
- Concrete pavement cylinders and Aggregate base: indicate left or right of centerline

(e.g. Left)

- Soils and Cores: distance left or right from centerline (e.g. 7’ Left)

Reference The location referenced on the plans where the sample was taken. The population of this
field is optional.

Smpld From | Population of this field is required for concrete cylinders structure location and other
locations as needed.

Smpl Origin The population of this field is optional. May enter a description of where the sample

originated.

Control Type

This field should be populated with the Control Type (e.g. Batch Number, Heat Number,
Lot Number) for Reinforcement Steel, Liquid Asphalt, Paint, Cement, Latex, Herbicide,
Pipe, and when applicable based on the Field Sampling & Testing Manual.

Cntrl Number

This field should be populated when a Control Type is selected in the previous field.

Seal Number

This field is populated with the roll number for Geotextiles and when applicable based on
the Field Sampling & Testing Manual.

Design Type | Using the pick-list, this field should be populated when a mix design is being sampled.

Mix ID Using the look-up function, populate this field with the Mix ID being sampled.

Plant ID Per KYTC policy, this field will not be used.

Plant Name Per KYTC policy, this field will not be used.

Plant Type This field is auto populated with the type of plant (e.g. Aggregate, Concrete Pipe).

December 2006 ST-73

Trnseport SiteManager® Learning Guide
Section 4 Sampling and Testing




Trnseport SiteManager® Learning Guide

Sample Information and Entry Tracking

Section 4 Sampling and Testing KYTC Resident Engineers and Inspectors
Field Name KYTC Population Policy & Procedure

Creator User | This field is auto populated with the ID of the person who created the sample record.

ID

Include Population of this field indicates that standard remarks should be included on the Lab

Standard Report.

Remarks

This checkbox should always be populated for Project Acceptance and QC samples.

Last Modified | This field is auto populated with the ID of the person who last modified the sample record.

User ID

Last Modified | This field is auto populated with the date when the last modification was made to the

Date

sample record.

KENTUCKY
TRANSPORTATION
CARINET

The Additional Sample Data Folder Tab Field Table
Table 4-2

Policy and Procedure

KYTC Procedure
The Sampler is responsible for completing the necessary fields as documented Table 4-2.

2=k

Exercise 4-3

In the following exercise, you will add additional data to a sample record.

User ID: cjones Password: kentucky  Group ID: INSP

1.
2.
3.

N A

Click the Addtl Sample Data folder tab.
In the Station field, enter the value 2+50.
in the Offset field, enter the value RIGHT.

% Remember, when entering data in a freeform textbox, make sure to always enter the text
in uppercase. Database searches are case sensitive and reports look for specific values in
freeform text fields. Mix case text may cause reports to appear incomplete because they will not
retrieve data correctly

In the Smpld From field, enter INLET FOOTER.
In the Design Type field, select PCC.

In the Mix ID field, select 00640RMB050002.
Select the Include Standard Remarks checkbox.
Click the Save button.
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Contract Sample Data

The Contract folder tab is used to associate a sample to a particular contract by project (or contracts).
When an association is made between a sample and a contract, it is done at the line item level. That
is, the sample is kept on the line item within the project within the contract. In addition to the
associations, entry of a quantity to be associated with the contract is allowed.

The sampler is respons