NDOR SiteManager
Materials Management

Laboratory and Field Personnel
Instructions

Generate a Sampling Checklist



NDOR SiteManager Materials Management
Laboratory and Field Personnel Instructions — Generate a Sampling Checklist

Table of Contents

T U1 oo E T PP RUPPPNN 4
1.1  Roles and ReSPONSIDIIIES: ....ccoeeiieieeeeeee e 4
A YU 11 1< | (T07= 1[0 o N 4
R T Y o o T LY/ = o N 4
2. OperationNal INSTIUCTIONS: ... uuei ittt e e e e ettt e e e e e e e ettt e e e e e e e e eebbba e e e aeaaeennbbannes 5
b2 R V= 11 I == = 5
P2 V- (= g = S =T g T= o =)0 =T o | oSS 5
2.3 SAMPING ChECKIISTE: ..oeiiiiiiiiie e 6
2 Tt R = 0Tt tT o I ) 6
G T8 0 R 0o 1104 T T =T Vo [T £ P PO SUPPROPRN 6
2.3.2  CONfIrmM PrOCESS SUDMISSION: ... ciitteiieiit e ee e e e e e e e et e e e et e e e bt e s s et e e se b e esesanseeeabaeesesnnees 7
2.3.3 Reviewing the Sampling ChecCKIiSt: ..........coviiiiiiiii 10
AR T Tt R O |1 - o] A | B PP PTTPPPRR 11
2.3.3.2 Fed State Project Number:

2.3.3.3  Location: .......cccceeveeriieenenns

2.3.3.4 Type of Work:

2.3.3.5 G OUNLY: ettt h e E e e bt e oA R e e oo R e e e R et e eR R et e e bt e e ea et e e b e e e eann e e enree s 11
2.3.3.8  ROULE: ..ottt bbb b bR E R e R E Rt E e bbbt a e e b e 11
2.3.3.7 Vendor ID: ..

B TR R S B = ()=o) oS PUU USRS 11
bR TR I W o L= | (=1 4 PP PUU USRS
2.3.3.10 Item Code..........

2.3.3.11 Item Description: ..

2.3.3.12 Unit: oo

2.3.3.13 Bid + CO Qty:
2.3.3.14 Installed Qty: .

2.3.3.15 Material:................

PR TR I KT = (0T (0o =Y ST U] o] o = oSO OURUPTUP VRSP 12
PR T 1 A =) D 1= =Yoo 1 o USSRV PTUP VRSP 12
2.3.3.18 Cur Req (Current Required Samples)

2.3.3.19
2.3.3.20
2.3.3.21
2.3.3.22
P B 1= 1= Y = LY o] o oSSR PPRRR 12
lllustrations
Figure 1, SMGR Main Panel........coooiiiiiiiioi e e e 5
1o 1B =2 Y = 1= g = SR o T g = To =T 0 =T | T 6
10 1B = TR = 0TS I 7
10 10 = o Tot T T I Y A o] £ =T 7
Figure 5, Confirm ProCeSS SUDMISSION ......coiiiiiiiiiieeeee oo e e e e e e e e e e e e e e e e e e e e e s e e e e e e e e e e e e e e e e e e e e e e e e e e aannnn 8
1o 18 = G T @4 1= 01 a0 o o TN 1Y o 1 ) 8
1o U ]SS - LW /(o] 11 (o 9
1o U =S ST o o] o] 1 o O 1T o3 ) 9
Figure 9, Sampling Checklist with Sample ID NUMDBETS .......ccoiiiiiiiiiieeeeeeeeeee e 10
Figure 10, SErvices MENU, PrOCESS STATUS.......cciiiiiiieieee e ee e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e s e e e e e e e e s e n e e e e e e e e e e e e e e e e aannn 10
Figure 11, Sampling Checklist with Sample ID Numbers — Failing Sample..........coooiiiiiiiiii e 12
FIQUIE 12, PrOCESS STAIUS .. ..o it i e e e e e ee oottt e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e ann 13

Written by Andi Clark NDOR SiteManager Materials Management Page 2 of 13



NDOR SiteManager Materials Management
Laboratory and Field Personnel Instructions — Generate a Sampling Checklist

Modification Tracking Summary

Summary of Changes Date Author

Instructional Document Created 2/11/2013 Andi Clark

Written by Andi Clark NDOR SiteManager Materials Management Page 3 of 13



NDOR SiteManager Materials Management
Laboratory and Field Personnel Instructions — Generate a Sampling Checklist

1. Purpose:

This document is intended to be used in conjunction with the existing training materials provided by the
Nebraska Department of Roads (NDOR), Materials & Research (M&R) Division. Questions concerning
initialization of the SiteManager (SMGR) application are addressed in this existing training material.

The purpose of this instructional document is to provide the steps necessary to successfully generate a
Sampling Checklist (SCL) in SMGR.
1.1 Roles and Responsibilities:
SiteManager Staff: 402.479.4760, DOR.SiteManagerMaterials@nebraska.gov

1.2 Authentication:

Assessing SiteManager Material Discrepancies: http://www.nebraskatransportation.org/mat-n-

tests/pdfs-
docs/Materials Management Guidance/General/SiteManager Material Discrepancies.pdf

Creating and Authorizing a SiteManager Sample

Record: http://www.nebraskatransportation.org/mat-n-tests/pdfs-

docs/Materials Management Guidance/Sitemanager/SOP_Creating_Authorizing_SiteManager.
Sample Record.pdf

Generate a Report Template Facility (RTF) Report: http://www.dor.state.ne.us/mat-n-tests/pdfs-
docs/Materials_Management Guidance/Reporting/SOP_Generate RTF_Report.pdf

1.3 Abbreviations:

DOT: Department of Transportation

ID: Identification Number

M&R: NDOR Materials & Research
NDOR: Nebraska Department of Roads
RTF: Report Template Facility

SCL: Sampling Checklist

SMGR: SiteManager
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2. Operational Instructions:

These instructions will provide the steps necessary to generate an SCL report in SMGR.

2.1 Main Panel:

After successfully completing the log in process, SMGR will present the Main Panel. From the
Main Panel, select Materials Management (+).

alh ANSHTO SiteManageT R T ——

Eile Edit 5Services Window Help

Figure 1, SMGR Main Panel

NOTE: The icons represented in these illustrations may differ based on the user’s security group.

2.2 Materials Management:

Once selected, an array of Material Management (+) icons will be presented on the Materials
Management (+) tab. From the Material Management (+) tab, select Process List.
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T
FINE ] SiteManager Panel 28
hain Fanel T Materials Management(+) ]
g 2 =) o B B
Material Contract Approved Approved Lists  Mix Design(+) Mix Design Sampling and
Information(+) Materials(+) Lists(+) Fepors(+) Fepors(+) Testing(+)

Testing
Fepors(+)

h 4

Figure 2, Materials Management (+)

2.3 Sampling Checklist:

The SCL is unique in its generation and the necessary steps to produce the checklist will be
provided in this document. Instructions for all other report generation activities are provided
in Generate a Report Template Facility (RTF) Report.

2.3.1 Process List;:

2.3.1.1 Column Headers:

The Process List will present all of the reports, in alphabetical order, that are
available within SMGR. These column headers are available in the search
window:

e Process ID: The SMGR-specific name of the process/report.

e Process Type: Denotes whether the process is a SMGR standard or
custom process/report.

e Process Description: Short name description of the process/report.
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& Process List
Process ID Process Type Process Description Izl

AGFO0022 Custam Agg: P/S Summany-Field Gradations-C33 Fine Sand
AGFO0023 Custom Agg: Contract Summany-Field Grad-Class C (Bx)
AGFO0024 Custom Agg: Contract Summary-Field Grad-Chip Seal Aggregate =
AGFO0025 Custom Agg: P/S Summany-Field Gradations-Chip Seal Aggregate
AGFN0026 Custom Agg: F/S Summany-Field Gradations-Grawvel for Surfacing
AGFO0027 Custom Agg: Contract Summary-Field Grad-Grawvel for Surfacing
AGFN0023 Custom Agg: P/S Summany-Field Gradations-Coarse Agg Pre-cast{stress
AGFO0029 Custam Agg: Contract Summary-Field Grad-Coarse Agg Pre-cast/stress
AGFO0030 Custom Agg: P/S Summany-Field Gradations-Grawvel for Surfacing, x
AGFO0037 Custom Agg: Contract Summary-Field Grad-Grawvel for Surfacing, %
AGFO0032 Custom Agg: P/S Summany-Field Gradstions-Fine Agg Pre-cast/stress
AGFN0033 Custom Agg: Contract Summany-Field Grad-Fine Agy Pre-cast/stress
AGFO0034 Custom Agg: Contract Summary-Field Grad-Granular Backfill
AGFN0035 Custom Agg: P/S Summany-Field Gradetions-Granular Backfill
AGLODOOT Custom Agg: Contract Summary-Central Lab-Mineral Agg/Armor Coat
AGLODODZ Custom Ago: F/S Summany-Central Lab-Mineral Agg/Armor Coat
AGLODOD3 Custom Agg: Contract Summary-Central Lab-Class A (Silica Fume Fine)
AGLODO0A Custom Agg: P/S Summany-Central Lab-Class A (Silica Fume Fine)

. = e Do

Figure 3, Process List

To sort the Process List, click on the column headers (Process ID, Process Type, or
Process Description). When sorting by Process Description, the SCL will be available at
the top of the list.

& Process List
Process ID Process Type Process Description -
SM-Standard Sampling Checklist L
MS=00006 Custom Sampling Checklist w/ Sample |0 Mumbers J
AGLOOD21 Custom Agg: Contract Summary-Central Lab-C33 Fine Sand
AGLODD24 Custom Agg: Contract Summary-Central Lab-Chip Seal Aggregate
AGLOOOO3 Custarn Agg: Contract Surmary-Central Lab-Class A [Silica Fume Fine]
AGLOOOOS Custarn Agg: Contract Surmary-Central Lab-Class B [47B Fine]
AGLOOOOT Custorn Agg: Contract Summary-Central Lab-Class C (8]
AGLOODZ3 Custom Agg: Contract Summary-Central Lab-Class C [B]
AGLOOOT Custom Agg: Contract Summary-Central Lab-Class E [47B Coarse]
AGLOOOZ20 Custorn Agg: Contract Summary-Central Lab-Class F [Silica Fume]
AGLOOO29 Custarn Agg: Contract Surmmary-Central Lab-Coarse Agg Pre-cast/stress
AGLOOOT4 Custarn Agg: Contract Surmary-Central Lab-Crushed Rock/Surfacing
AGLOODZE3 Custorn Agg: Contract Summary-Central Lab-Fine Agg Pre-cast/stress
AGLODO34 Custom Agg: Contract Summary-Central Lab-Granular Backfill
AGLOODZ7 Custom Agg: Contract Summary-Central Lab-Gravel for Surfacing
AGLOOO31 Custorn Aaa; Contract Summary-Central Lab-Gravel for Surfacing, %
AGLOOOO Custarn Agg: Contract Surmary-Central Lab-Mineral Aggddmar Coat
AGLOOOTE Custom Agg: Contract Summary-Central Lab-Mineral Agg/Microsurfacing
AG00021 Custom Agg: Contract Summary-Correlation-C33 Fine Sand il

Figure 4, Process List — Sorted

Two versions of the SCL appear on the Process List: Sampling Checklist and Sampling
Checklist with Sample ID Numbers.

Dependent on the application of the SCL, identify the desired checklist from the Process

List, double click or select SCL, then click the Run Process icon, & , to generate the
report.

This action will display the Confirm Process Submission window.

2.3.2 Confirm Process Submission:
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From the Confirm Process Submission window, select the appropriate Contract ID.
The Confirm Process Submission window has three buttons:

e Submit: Submits the selected process for execution

e Parameters: Displays the Process Submission Parameters window.

e Cancel: Exits the window without submitting the selected process for execution.
Click the Submit button.

& Confirm Process Submission Ié
Contract ID Description Contract -
Specification E
Year
ET——
GDRL SIGN 1987
SPECIALTY 2007
GENERAL ITEMS 1987
A BITUMINOUS 1997
T = = CTRICAL 1937
EEE /L. GDRL. SIGMN 1937
T GO SIGH 1987
BUILDING 1987
ELECTRICAL 1997
ELECTRICAL 1937
ELECTRICAL 2007
SIDNEY EB & WB REST AREA REHAB 2007 -
Submit Parameters Cancel

Figure 5, Confirm Process Submission

SMGR will present the following dialog boxes. Should other applications be open on the
desktop, the Client Job Monitor and DPS Stats Monitor may open within those layers.
Minimizing the open windows will allow SMGR to present the Client Job Monitor and DPS
Stats Monitor as the focus messages.

1 Client Job Monitor 3]
|
i

[0] Process RMMSMPCLA submitted.

oK

Figure 6, Client Job Monitor

Written by Andi Clark
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{ DP5 Status Monitor | 2 |

:I Profile RMMSMPCLA for process RMMSMPCL has completed

oK |

LN

Figure 7, DPS Status Monitor

Click OK on both of them.

The SCL will open automatically into your default Internet browser. All of the Internet

Explorer features such as print, email, and save are available.

Process ID: RMMSMPCL State of Nebraska Report Date:  January 23, 2013
Report Version: 10212010

Test Meth: N/A Department of Roads Msterisls & Ressarch
1400 Hwy 2
Sampling Checklist Lincoin, NE G8502

Confraof ID: 1041 Federal tiads Project: LCLC-S22003)

Looation: ST & VAN DORN ST, LINCOUN (STIMULUS) Ledling Dade: 12172009

Type of Work: PHALT WITH COMCRETE T LANCASTER Fouls:
Vendor ID: 0574 ‘Vendor Mame: CONSTRUCTORS. INC.

DISCLAIMER:
Mazterial sampling requiremants on the Sampling Chacklist may not represent the sctual number of samples requirsd. Please rafer to the
project contract and the Materisls Sampling Guide to make sure sll materisl reguirements are met.

Ipmm ;1-1_| Toem Code Ihe-Dmn'mI | it | Bid+ C0 Qry Q'—'m””’ Q‘-"A'ﬁ::m“ Tasealled Qry
[MLacerial
[Prosecer | Supplier
[ Text ioe| Cor Reg | TotThe |Tot Cmp | TotReq | Tot Rem
13041 000 0001 0001.08  BARRICADE, TYPE IT BDAY 200.000 8,034.000 8,034.000 8,034.000
225 - Reflective Shesting =
PD1238 - All Roads
CHFO01001 - Reflective Shesting - Field 1 ] 4 i ]
13041 000 0002 000110  BARRICADE, TYPE III BDAY  1,122.000 1,278.000 1,278.000 1,278.000
422BWLA - Barricade Warning Lizhts Typa A =
PO0071 - Empoo-Lite
MSFD01001 - Approved Products Usage Verification - Field 1 0 2 i 0
422F5 - Reflective Sheeting =
PD1238 - All Roads
‘CHFDD1001 - Reflective Sheeting - Fiskd 1 [} 3 1 [}
13041 000 0006 0002.55 OVERLAY BROKENLINES STA 164.000 0,000 0.000 0.000
422GE - Pavement Marking Glas: Beads =
‘CHFDO2001 - Pavement Marking Glass Beads - Field 0 [} [} 1 1
422PMTP - Pavement Marking Traffic Paint =
CHFDO30D1 - Pavement Marking Traffic Paint - Field 0 o o 1 1
422RPMTT - Raized Pavement Marker =
MSFI1001 - Approved Products Usage Verification - Field 0 [} [} 1 1
22TPMTI - Temporary Pavement Marking Tape Tvpe [ =
MSFOD1001 - Approved Products Usage Verification - Field O o o 1 1
422TPMTI - Temporary Pavement Mrlong Tape Type II =
MSFI1001 - Approved Products Usage Verification - Field 0 [} [} 1 1
Figure 8, Sampling Checklist
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Process 1D:  MSXDI0DE State of Nebraska Report Date:  January 25, 2012

Report Version: 10212010 DE])H ent of Roads

Test Meth: N/A Materials & Research

1400 Hwy 2
Sampling Checklist Lincoln, NE EB502
Contract ID: 1041 Faderal! tisis Project:
Logation: °"A° 5T & VAN DORN ST, LINGOLN (STIMULUS) Letting Date:
Type of Work! ASFHALT WITH CONCRETE Coundy Route:
endar ID: 0574 ‘amdor ame: COMITRUCTORE, MG
DISCLAIMER:
Material sampling requirements on the Sampling Checklist may not represent the actusl number of samples required. Please refer to the
project contract and the Materials Sampling Guide to make sure all material requirements are met.
v R ed T v Amthorized Ty
Project Mise Toom| Teom Code  [Toem Description Tait Bid+ 0 Qry | SrReprtedTe | Qurim * | TaseaBled Qey
Diace Date
Mdaterial

Producer | Sepplier
Test Dexcription| Car Reeq | Tot The | Tot Camp | Tot Feg | Tot Rem
13041 000 0001 0001.08 BARRICADE, TYPEII BDAY 2900.000 8,034.000 8,034.000 8,034.000
422F5 - Reflective Shesting =
P0128 - All Roads

CHFO001001 - Reflective Shesting - Field 1 [1] 4 1 [1]
Auth By: CONGDIES - Byme, Tim 106009310021 COMP
Auth By: CONED1EE - Castills, Mick 106016712003 COMP

13041 000 0002 0001.10 BARRICADE, TYPE II BDAY 1,122.000 1,278.000 1,278.000 1,278.000
422BWLA - Barricade Warning Lights Type A =
POO71 - Empco-Lite

MSFOD1001 - Approved Products Usage Verification - Field 1 1] 2 1 1]

Auth By: CONBD1ET - Saathoff, Randy 106016712010 COMP

Auth By: CONEDEE - Castille, Mick 116016610902 COMP

422R8 - Reflactive Shesting =
P0128 - All Roads

CHFDD1001 - Reflective Shesting - Fisld 1 ] 3 1 ]

Auth By: CONBDIES - Byme, Tim 106009810022 COMP

Auth By: CONEDIEE - Castills, Mick 106016712003 COMP

Figure 9, Sampling Checklist with Sample ID Numbers

Note: The time necessary for the SCL to open in Internet Explorer is dependent on the
size of the SCL. Please be aware that SCL'’s for large projects may take a few minutes to
generate.

To monitor the status of the generation, from the Services menu, select Process Status.

& AASHTO SiteManager

File | Services | Window Help
@ Process Status

Run Process
=l

Figure 10, Services Menu, Process Status

2.3.3 Reviewing the Sampling Checklist:

The SCL will provide information regarding the current test status of items on a contract
established by the contract sampling and testing requirements.

The report can be used to identify discrepancies between the total number of required
samples and the number of samples taken based on the current quantity throughout the
lifecycle of the contract and at finalization. The report contains information on required
values such as the number of samples created over the life of a contract or the number of
samples that should be taken in accordance with current installed qualities, along with the
current values, such as the number of samples taken to date. For more information,

see Assessing SiteManager Material Discrepancies.

A sample is considered taken when it is complete but pending authorization. A sample is
considered complete when the status is ‘Complete’ and the sample has been authorized.
For more information, see Creating and Authorizing a SiteManager Sample Record.

Written by Andi Clark
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2331

2.3.3.2

2.3.3.3

2334

2.3.35

2.3.3.6

2.3.3.7

2.3.3.8

2.3.3.9

2.3.3.10

2.3.3.11

2.3.3.12

2.3.3.13

2.3.3.14

2.3.3.15

Contract ID:

The primary identifier of the contract.

Fed State Project Number:

The federal or state project number for the contract, project, or category.

Location:

The physical location of the work.

Type of Work:

A Department of Transportation (DOT) defined code which can be used to
identify the major type of work being done on the contract.

County:

Identifies the primary county where the work is being performed

Route:

Route number of the road affected.

Vendor ID:

Identifier for the vendor.

Project:

Identifier for the project.

Line ltem:

The contract line item number which uniquely identifies each item as it appears
on the proposal and contract.

Item Code:

The agency-defined code used to identify a particular item.

Item Description:

Description of the item.
Unit:

Unit of measure for this item.
Bid + CO Qty:

The bid quantity of the line item plus the change order quantity for the item.

Installed Qty:

Quantity of line item represented by the samples (sum of quantities entered on
Contract tab of Sample Information window).

Material:

Identifier for the material.

Written by Andi Clark
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The SCL explicitly defines the material requirements for the specified project.
Proper material selection, as provided for under the SCL heading ‘Material’ will
ensure sampling requirements are accurately documented, thus eliminating or
reducing the potential for SMGR material discrepancies.

2.3.3.16 Producer/Supplier:

Producer/supplier code and name.

2.3.3.17 Test Description:
Method by which the sample was taken and/or tested.

Accurate material selection will further ensure appropriate test methods are
employed during material testing as the NDOR-sanctioned test methods are
linked to the individual materials. These test methods are further governed by
timeframes (i.e. letting dates) so that only the appropriate methods are used in
accordance with NDOR-approved sampling guidance.

2.3.3.18 Cur Req (Current Required Samples):

The number of samples that should be taken to date based on the current
installed quantities of the line item.

2.3.3.19 Tot Taken (Total Taken):

Total number of samples including the number of samples satisfying contract
sampling and testing requirement criteria but not authorized.

These samples mayor may not satisfy material discrepancies.

Failing samples will appear in red on the Sampling Checklist with Sample 1D
Numbers.

PRECAST/PRESTRESSED
12440000 0113 6011.11 CONCRETE LS 1.000 1.000 1.000 1.000
SUPERSTRUCTURE
TO3PSPCC - Prestressed Portland Cement Concrete
PS003 - Lincoln-Concrete Industries
PCX002001 - PCC Plant and Field Performed Test 0 2 5 0 ]

Auth By: DOR3078 - Gernert, Tom 0731105P0014 COMP
Auth By: - 0731105P0015 RECE
Auth By: DOR34246 - Jirkovsky, Kim 0731105P0020 COMP
Auth By: DOR34246 - Jirkovsky, Kim 0731105P0023 NI
Auth By: DOR34248 - Jirkovsky, Kim 0731105P0038 COMP
Auth By: - 0731105P0039 RECE
Auth By: DOR34248 - Jirkovsky, Kim 0731105P0040 COMP

Figure 11, Sampling Checklist with Sample ID Numbers — Failing Sample

2.3.3.20 Tot Comp (Total Completed Samples):

Number of samples satisfying all criteria.

2.3.3.21 Tot Req (Total Required Samples):
Total number of samples that should be taken based on the total current
quantity of the line item.
2.3.3.22 Tot Rem (Total Remaining Samples Required):
Total samples required minus total samples completed (i.e., Tot Req — Tot
Comp = Tot Rem).
2.4 Delete Report:

SMGR provides for report deletion in two ways.
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Reports listed on the Regular tab will be deleted automatically after seven days.

& Process Status

Regular  Scheduled =
Procezz Hame Status D ate Queue Start Time End Tin]
Submitted Time
RrMSMPCLA Completed 1/24/2013 09:12 am 09:12 am 09:13 am
M S=000042, Completed 1/26/2013 09:21 am 09:21 am 09:21 am
RrMSMPCLA Completed 1/29/2013 01:4E pm 01:4E pm 01:47 pm
MSx0000EE Completed 1/29/2013 01:54 pr 01:54 prn 01:54 pr
Rt SMPCLE Completed 143052013 01:08 pm 01:08 pm 01:08 pm
b DOBE Cormpleted 1/30/2013 01:15 prm

Figure 12, Process Status

Reports can be removed manually from the Regular and/or Scheduled tabs by selecting the

report and clicking the Delete button E | .
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