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AASHTOWare Project “Adding” Contract Lines for Acceptance Actions
 Quick Reference Guide

This QRG provides basic instruction for making Contract Line Items available for Acceptance Actions and Action Relationships, to update the sampling and testing requirements assigned to a contract. 
Contracts are activated and “Global Sampling and Testing Requirements” are associated. Sometimes the line item on the contract will reference a Item Code which does not have “Global Sampling and Testing Requirements” associated to them, meaning no requirements are added during activation of the contract. This is noticeable when the line is not visible in “Contract Materials and Acceptance Actions” window. This QRG outlines steps to make this line available for adding sampling and testing requirements. 
These include:

Making available the correct Project Line Item for material requirements.
Adding/Editing Acceptance Actions and Action Relationships .
Edits made in the Contract Project Line Items and Contract Materials and Acceptance Actions windows are contract specific and will not carry over globally, or to other contracts.

Definitions: 

Project Line Item – Unique identifying chronological number associated with a Line Item Code.
Project Line Item Code – 9 digit number representing a specific action required by the contract.
Acceptance Action - The name for an acceptance action.
Acceptance Action Option - A group of actions with the rates and frequencies the actions will occur. An acceptance action option represents one possible way that a material, material category, item, or item family can be accepted for use.
Action Relationship - An action is a test, inspection, certification, or other action performed to or for a construction material or item. An action relationship is an association between an action and a material, material category, item, or item family. You cannot enter information in the system for tests or other actions until an action relationship is created between the action and the object of that action.
Log on using the Role = CM Sampling and Testing Requirements
From Dashboard click on either Contract Administration or Contract Progress and open the specific Contract. 
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Use the seach bar to locate the contract and click on the contract number to open.
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From the upper menu select Items:
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The Contract Items window will open as shown below. On the left side of the window are tabs for; General, Contract Project items, Contractor Items. At the top of the window is a search bar that allows for filtered searches. 
General Tab: 

In the center of the window is the project specific information, including:

Line Number = Contract Line Number.
Item = Contract Item Code associated to the line number.
Bid Quantity = Planned quantity.
Current Extended = Planned quantity times unit bid price for line item.
Item Complete = indicator on whether the item has been marked as “complete”.
Supplemental Description = Additional description of the line item when necessary.
There is also a diple that when activated will open the line and lists specific information related to the line item.
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Contract Project Items Tab:
Click on the Contract Project Items link on the left side menu. 
This is a complete listing of all the contract lines grouped by project category.
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Using the “diple (>)” to expand the grouping which contains the line number needed. (0020)
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Note: Take note of the Line Item Code for the line needed as you will need to enter it.

Using the Action Down Arrow for the specific line needed, select the “Create Materials Set”.
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Enter the line item number as the Material Set, and Save:
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Once saved the system automatically move the user to the Contract Materials and Acceptance Actions Summary window. The selected line is now available in this window.
Please Note: any “new” lines will be listed at the end of the listing and can be accessed by scrolling down and “loading” more or by using the filtered search.
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Since this is a “new” line a Material Component must be added. Add the correct Materials Code and Conversion Factor and “Save”. See the QRG for “Editing Contract Acceptance Actions and Action Relationships” for further information.
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The Acceptance Actions and Action Relationships are automatically generated and attached when the Material was added. They are available for editing if necessary.
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End of Quick Reference Guide
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