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AASHTOWare Project Checking for UnAuthorized Sample Records
 Quick Reference Guide

This QRG provides basic instruction for 
two methods of checking for unauthorized sample records quickly and efficiently. The first method using AWP and the second using automatically generated Cognos reports stored on MoDOT’s external SharePoint site.
To check for unauthorized sample records using AWP log on using the normal role and navigated to Sample Records.
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From the Sample Record Overview window use the drop down arrow on the Filter field and select “Advanced”.
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Create a filter similar to the one shown below by populating the necessary fields. The filter shown below has been set to only return samples that:
the authorized date is blank
the sample ID contains 22QM 
the sample has “NW District” in the Geographic Area field
Modify this filter to meet current needs, and a fitting name in the “Save As” field,
Select “Save and Apply”.
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The sample records returned will meet the parameters outlined above. The record can be opened directly from the results by selecting the blue sample ID
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Note: To clear the filter when done, use the drop-down arrow on the Filter field and select “System Default”.


To check for unauthorized sample records using the automatically generated Cognos reports stored on MoDOT’s external SharePoint site, first navigate to the Construction/Materials external SharePoint site as follows:
From MoDOT’s main SharePoint page, select “Construction & Materials” under the heading “Divisions & Business Offices”.
Select “External MoDOT SharePoint” as shown below:
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MoDOT users select the link at the bottom of the sign in page without entering user name or password.
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From the main page select “Construction Contracts”.
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Select the Project Office from the links on the left:
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Go to the bottom of the listing, may need to use the arrows at bottom of page to move to next page. Find the “AWP CRE2O Status for XXX (Project Office). Open the file.
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The report lists all contracts for the project office in the column on the left. All reports already authorized will be listed in Green. Reports not yet authorized will be shown listed Red.
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End of Quick Reference Guide
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