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1. Purpose:

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

The purpose of this instructional document is to provide the steps necessary to successfully attach a
file(s) to a sample record in SMGR.

1.1 Roles and Responsibilities:
SiteManager Staff: 402.479.4760, DOR.SiteManagerMaterials@nebraska.gov.

1.2 Abbreviations:

ID: Identification Number

M&R: NDOR Materials & Research
NDOR: Nebraska Department of Roads
RUG: Report and Utility Generator
SMGR: SiteManager
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2. Operational Instructions:

These instructions will provide the steps necessary to assist personnel to attach a file(s) to a sample
record 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(+).

E (=] 25

File Window Help ‘
anager

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 Sampling and Testing(+)
icon.

File Window Help |

Manager Panel l X .I
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2.3 Sampling and Testing (+):
Within the Sampling and Testing(+) Tab, select the Sampling Information icon by double clicking.

&

Remark

2.4 Maintain Sample Information:
The Maintain Sample Information tab will be displayed.

This screen will present five tabs: Basic Sample Data, Addtl Sample Data, Contract, Other and
Tests.

2.4.1 Search/Open a Sample
To search for a sample, hover over the field until a “Search” lens :g%appears. Right

click to select search and scroll until to find the appropriate sample. Alternatively, enter
the Sample ID number and select enter to retrieve a sample.
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Filter Search

Show Details
Fitter 00/00/00
Find 00/00/00

Sort

Show Filter/ Sort

When the correct sample has been identified, highlight the sample and click OK.

N L L L =

File Edit Services Window Help

EEr? D d O =

j00/00/00
00/00/00

2.4.2 Attaching the File:
Click the attachment button.
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™ AASHTO SiteManager

File Edit Services Window Help

Bl DEEE DFEE

1 Maintain Sa mple Information

" Basic Sample Data Addtl Sample Data : Contract | Other
Smpl ID: 103110040110 Status: |[FE=E

Revized By: | Revising: |

Click the OLE button to open the Insert Object window.

P AASHTO SiteManager
File Edit Services Window Help

ElRMY Decld DrFrE BOEE g &

ﬂ Maintain Sample Information

" Basic Sample Data T Add Samplz Data

Name Type Descriptﬂ'l Autorun

Re

Click the Create From File tab and then the Browse button.

Create New Create FromFile | Insert Control

File Name:

[ [

Erowse...

From the Browse dialog, find the selected file that will be attached to the sample and
select Open.

Click OK to return to the Insert Object window.
Enter the name of the attachment and a brief description.
Select Add All.
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ﬂ OLE Attachment

Mame: |Mill Cert

OLE contents:

|Micmsnft Office Wword 97 - 201 ocument

Description:
Headwaters mill cert for Class F fly ash]|

Attachment Security:

Group 1D Description Description Access A

Archices  Jnqury 1N
<< Rem Al v

< | ¥ < | 2

<- Remove

i Al

[~ Run Automatically

Add Cancel

Click Save.

¥ AASHTO SiteManager
File Edit Services Window Help

BERLY D@ OfeE B Oy & g &

E Maintain Sample Information

" Basic Sample Data T Addd Sample Data Contract i Othe
Hame Type Dezcnption

Mill Cert

Natice the icon has changed and now displays with a paperclip.

A file has been successfully attached to this sample.

2.5 Report and Utility Generator (RUG):

Report and Utility Generator (RUG) provides the ability to review all of the attachments linked to a
specific contract.
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Open RUG to the home page.

From the RUG home page, select the Reports menu.

From the Reports menu, select Contract Administration.

[Reports | Window Help

Change Orders ¥
| Contract Administration ’
Contractor Payments »
Controller 4
FHWA »
Finals Office 4
Materials and Research »
System Admin »

From the foldover menu, select Contract Attachments.
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Active Contracts by District

Contract Attachments

Contract Item Work 4
Contract Line Item Number Search

Diary Remarks

DWRs not authorized

DWR Remarks

DWR Templates r
Projects that need NTP Date

Traffic Control Plan Report

The Choose Contract for Attachments frame will open.

[

Ld
r=% Choose contract for attachments - u

Contract ID: |— vl

|

Dk | Cancel |

Using the drop down menu, select the desired Contract ID and click OK.
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- - -
r=4 Choose contract for attachments

Contract I1D: {1013

— - -
r<4 Choose contract for attachments

Contract ID: [[EEMINNNN-| -

Ok, | Cancel |

Contract Attachments will open and present a grid. This grid will identify the attachments linked
to the contract.
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5 RUG (Report and Utility Generator) - scrroD [ | 0

File Unilities Reports Window  Help

C = =] la - L]
Open  Clese Pin [

w8 Contract Attachments =

[ Contract and attachments |

Double click the line balew sorted by location jasc), then
to open the atachmeant. dote created [dsc)

|Location | Created  |Document Name |Keys |Description ]
[Confract | [ 07242009 | [CON1013.pdf Jfo13 |Proposal ]
[Contract 07.10.2000 | AE13013.pdl [ iEED |greement Estimate ]

To review the attachment, double click the desired attachment. The attachment will open.

BID PROPOSAL
ORIGINAL

LETTING DATE: June 25, 200%
CALL ORDER: 105 CONTRACT ID:; 1013
CONTROL NO./SEQ. NO,; 13013 /000 PROJECT MNO.: MISC-77-2(1071)
TENTATIVE START DATE: 11/02/08 CONTRACT TIME: 5 WORKING DAYS
LOCATION: US-77, CERESCC SOUTH WETLAND BANK RESTORATION
IN COUNTY: LANCASTER
BIDDER
GROUP 1 GRADING
1783
VALLEY CORPORATION
28001 IDA CIRCLE
PO BOX 589

VALLEY NE 68064

HOTES

THE TOTAL AMOUNT OF WORK WHICH WILL BE ACCEPTED IN
THIS LETTING IS LIMITED TO %

THE NUMBER OF CONTRACTS WHICH WILL BE
ACCEPTED IN THIS LETTING IS LIMITED TO
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