AWP Training Manual

Section 6
(Rev. 04-08-2025)
Section 6: How to Create a DWR Acceptance Record

Applicable Roles:
1. Materials Regional Coordinators

2. District Materials Sup. or Office Coord.
3. Project Engineer

This Training Guide will show how to create a DWR Acceptance Record for the following cases:

Approved Source (APL)

Coverage (SMFMI)
ST1

DMIR

6-1 NAVIGATE TO THE CONTRACT

From the Home Page, click on Contract Administration.

(The direct link to this page is: https://wvdot-pr-prod.infotechinc.com/#/Dashboard)

1
v
e © o

Actions  Help  Log off

On this page:  Construction  Materials  Materials Worksheets ~ Materials Reference Data ~ System Administration

PROJECT Materials Regional Coordinators User (Materials)

Daily Source Reports Change Order
Mix Design Contract Administration
Sample Records Contract Progress

(6-1)
This takes you to the Contract Administration Overview Page
In the Search Box enter the Contract ID Number and press Enter.
Click on Contract ID Number, then Right click on open link in new tab.
v Conttact Admmistration Ovorviow v i

Q] Type searct g " 4 Sysem Detautt «
Contract Descripbon Orig Mati and AAs Gen DT Prime ID Prime Name -

@ CHEAT RIVER BRIDGE Q22022 1073335 AM 27-2000626 TRITON CONSTRUCTION, INC

G ROCK CLFF VS IMPROVEMENT: OLO0S2022 114421 AM 223547758 FIRST FRUITS EXCAVATING INC v
20040 " ~ 77T FORKARCH BR CR1V20Z3 11 04.07 AM 55-0487806 ORDERS CONSTRUCTION COMPA v

(6-2)
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Click on the new tab you just opened.
This takes you to the Contract Administration Summary Page.

Click on Contract Progress (at the top).

Administration Overview  Contract Materials and Acceptance Actions ~ Contract Payments  Contract Progress ~ Contractor Material Sources ~ SBP Commitments  ltems

Payment Estimate Approval Levels  Payment Estimate Exception Override  Projects ~ Subcontracts

Contract Administration Summary

v Contract: 2004001388 - NORTHFORK ARCH BR EBv0
General Contract ID Proposal ID

Additional Information 2004001388 2004001388

Contract Authority Description * Federal Project Number

Contract Times NORTHFORK ARCH BR a STP-0017(131)D

Small Business Program )
Goal State Project Number
02 Prime Contractor Id
$324-17-0.05 00

This takes you to the Contract Progress Summary Page.

6-2 CREATE CONTRACT DAILY WORK REPORT (DWR)

On the left sidebar, click on Daily Work Reports.

Click Add.

Contract Progress Summary

v Contract: 2004001388 - NORTHFORK ARCH BR v

General

Daily Work Reports Q | Type search criteria or press Enter Advanced
Payment Estimates i 0 marked for deletion | 0 chang
Contractors

Enter search criteria above to see resuits (0T | Show first 10
Change Orders

(6-4)
When the screen loads, (assuming the date is correct for your application), click Save.
Add Daily Work Report
v Contract: 2004001388 - NORTHFORK ARCH BR [ save AN 2]
General DWR Date * Remarks
02/09/2024 (m] 0
Inspector* Federal Project Number
Q A037034 STP-0017(131)D
Drake Gretchen S
State Project Number
s $324-17-0.05 00
(6-5)
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Project Personnel:
After you Save, scroll down and follow the instructions under Click on Contractors on Site Tab.

Non-Project Personnel:
Scroll down to the Remark* Section (bottom of page).

v Remarks

Type* Remark ¥

(6-6)

NOTE: Non-Project Personnel MUST include a comment in the Remark™* Section describing the
reason for this DWR Entry.

Click on the ¥ (under Type*) and choose the appropriate Type.

In the Box under Remark™* Enter: “This 0 Quantity posting is an Acceptance Record Only. This
record is (insert explanation for project to review what you did)”.

v Contract: 2004001383 - NORTHFORK ARCH BR E3~0
No
v Remarks
Type* Remark *
08 - Materials ~ This 0 quantity posting is an Acceptance Record ONLY. This record is s X

for acceptance of DMIR - Lab Number M7AQ767.

5, Q

(6-7)
Click Save.

On the left sidebar, click on the Contractors on Site Tab

v Contract: 2004001388 - NORTHFORK ARCH BR L IR 7 )
OWR Date 02092024 Inspecior ADI7034 Sequence 1 Stats Deas
Genesal DWR Date® Remarks
Noles (For Approved DWRS 020972024 (] 1

Inspactore Feaderal Project Number
Contraciors On Site

Q ANG7034 STP-0017(131)D
Contractor Equpment TSRy -

(6-8)
Section 6
(Page 3 of 13)

AWP Questions:
dohawpmaterials@wv.gov



AWP Training Manual
Section 6
(Rev. 04-08-2025)

Click Select Contractors.

v Contract: 2004001388 - NORTHFORK ARCH BR

DWR Date: 02/09/2024 Inspector: A037034 Sequence: 1 Status: Draft

General

, V-4
Notes (For Approved DWRs Q  Type search criteria or press Enter Advanced
ONLY)

0 marked for deletion | 0 changed

(6-9)

Contractors On Site Select Contractors...

Below the Search Box beside Select, click on All.

Solect Contracions

Q| Type search crteria or press Enter & Avanced  Showrg S of 0
Select - Al None 8 selected
Vendor 1D Vencor Name Prime

v 550487806 ORDERS CONSTRUCTION COMPANY. INC Yes

v  80-0650080 A+ TRAFFIC CONTROL, LLC No

v 550719651 HIGHWAY SAFETY, INC No

v 46-5123250 KELLY MARTIN, LLC DBA MARTIN REINFORCING No

v 550783769 P & G CONSTRUCTION CO No

v 550757583 SHEPAUL ENTERPRISES, INC No

v 341243529 BOCA CONSTRUCTION, INC No

(6-10)

Then you MUST check the “Payroll Not Required” checkbox for EACH OF THE LINES,
in order to prevent the Estimate from being held.

sontract Dally Work Report Summan Thers are unsaved changes x

v Conlract: TESTI210 - Test Progect

OWH Dete. 04052005 rgmcis ADTIDES Segerce 1 Swen sz

Canerst

Contracions On Sae Q o h e _ L e R ———

Postenn = 0 resthod for delwben 3 changod
Sedect Contrmcion

ACIpLann Shaconds

o (F o Agoriren DAWRS MARKS DRILLING ot te o L o o

ONLY)
TS Yy e Yy v
DOLOER BROTHERS - DO NOT USE No No o o No ]
VS YYYY — — - el yyyy - - - v
Contractor Prra € guomers? Perzcerel Staft DBE Cortfled Payroll Not Reg. ~
DOSS ENTERFSESES LC N Ne No Mo No a
Start Tine End Tive » Hours »
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Click on Add to DWR Contractors.
(Do NOT enter any other data).

And to DWR Contractors

Click Save.

This takes you to the Contract Daily Work Report Summary Page.

Contract Daily Work Report Summary
v Contract: 2004001388 - NORTHFORK ARCH BR [ sae A2

DWR Date: 02/09/2024 Inspector: A037034 Sequence: 1 Status: Draft

General

' V-4
Notes (For Approved DWRs Q  Type search criteria or press Enter Advanced

ONLY)

0 marked for deletion | 0 changed
RGOSR Select Contractors... .
Contractor Equipment Contractor Prime Equipment Personnel Staff DBE Certified  Payroll NotR...
Contractor Personnel ORDERS CONSTRUCTION COMPANY, INC. Yes (]}
Postings Start Time ¥ End Time ¥ Hours ¥ x

On the left sidebar, click on the Postings Tab.

v Contract: 2004001388 - NORTHFORK ARCH BR v 0O
DWR Date: 02/09/2024 Inspector: A037034 Sequence: 1 Status: Draft
General

; P-4
Notes (For Approved DWRs Q  Type search criteria or press Enter Advanced

ONLY)
0 marked for deletion | 0 changed
Contractors On Site Select Contractors...
Contractor Equipment Contractor Prime Equipment Personnel Staff DBE Certified  Payroll NotR...
Contractor Personnel ORDERS CONSTRUCTION COMPANY, INC. Yes O
Postings Start Time ¥ End Time ¥ Hours ¥ x
S - NS -

Click Select Items.

Contract Daily Work Report Summary

v Contract: 2010000960 - MORRIS BUILDERS BR+1 v O
DWR Date: 02/20/2024 Inspector: A037034 Sequence: 1 Status: Draft
General

Notes (For Approved DWRSs Q Type search criteria or press Enter & | Advanced

ONLY)

Contractors On Sit Select Items. 0 marked for deletion | 0 changed
ontractors On Site

(6-14)

This takes you to the Select Items Page.
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If you are creating an Acceptance Record for Material to be included on multiple Line

Numbers, repeat the following steps for EACH Line Number:

Select your Item(s).

Select ltems

Q  Type search criteria or press Enter &  Advanced Showing 50 of 52
Item Complete Projects Categories Contractors
No Filter v No Filter - No Filter - No Filter -
Select: All| None

Ln Num ProjLn Num Project/Category Unit Item/Description

1 selected

Supplemental Description

0005 0005 2004001388/0001 LS 201001-000-CLEARING AND GRUBBING
0010 0010 2004001388/0001 LS 202001-000-BUILDING DEMOLITION NUMBER, 81
0015 0015 2004001388/0001 LS 204001-000-MOBILIZATION
v 0020 0020 2004001388/0001 Y 207001-001-UNCLASSIFIED EXCAVATION
(6-15)
Click Save.
Save

Click the drop-down Arrow > (to the left) of the material you are working on.

Contra

ct ltems

+ Contract: 2004001388 - NORTHFORK ARCH BR

General

Contract Project Items

Q Type search criteria or press Enter & | | Line ltem Sort v | Showing 50 of 53

Contractor Iltems

0005 1.000 113,000.00
% 201001-000 - CLEARING AND GRUBBING

0010 1.000 500.00
> 202001-000 - BUILDING DEMOLITION NUMBER, 8/1

0015 1.000 87,000.00
> 204001-000 - MOBILIZATION

Line Num Bid Qty Current Extend...

0020 1,306.000 6326264
v

Item Suppl Descr

207001-001 - UNCLASSIFIED EXCAVATION
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0 marked for deletion | 0 changed

Complete: No v
Complete: No 4
Complete: No v
cmpl v
Complete: No
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Enter a 0 Quantity.

In the Location Field, enter a Note summarizing the basis for the Acceptance Record.

NOTE: This will be similar to the Note you Entered in the Remark™* Section on the first page.
BUT this does NOT need to include the part about “This 0 Quantity posting is”.

The Material Set isa REQUIRED Field.

If this field is Blank, choose the appropriate Material Set.”

NOTE: Ifyou’re not sure what the appropriate Material Set is, ask your District Materials Regional

Coordinator.
wuio nu v.uuu PAVRVVFS
Force Account Contractors
Item Posting Num  Contractor Station/Location Tot Qty Posted
v Contractor placed 10.00 CY of Class E 0.000
Contractor ¥ Attention
SMH CONSTRUCTION COMPANY. INC. (Prime) v 0
Tot Qty Posted Units
0.000 CcYy

Station From Agency Views
None

Station From Plus Location

Conrractor piacea 1u.uU CY 0T Ciass B Loncrete Tor wnicn no =
compressive strength test results have been submitted to District 7 Q
Construction, -
Offset Type
Measured
O
Offset Distance
Material Set*

Default b2

(6-17)

Click Save.

Save
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On the left sidebar, click Acceptance Records

v Contract: 2004001388 - NORTHFORK ARCH BR v O
DWR Date: 02/09/2024 Inspector: A037034 Sequence: 1 Status: Draft
General 0 marked for deletion | 0 changed
Select Items...
Notes (For Approved DWRs
ONLY) v v
Item ID Item Description Project Category Records
Contractors On Site
307001-000 AGGREGATE BASE COURSE, CLASS 2004001388 0001 0
Contractor Equipment i o i
Line Number Supplemental Description Attention Tot Qty Posted Tot Qty Posted to Dt
Contractor Personnel o0 16 No 0/600 0/000
Postings i i =
Item Posting N...  Contractor Station/Location Tot Qty Posted x
Acceptance Records Y _ Sta+to Sta+ 0.000

NOTE: If there are no items here, you missed one of the steps.
(Most often this happens when you forget to click Save on the Contractors on Site Tab).

If this is the case, you MUST:

Click on Contractors on Site, select a Contractor and click Save, then continue following
the steps below.

OTHERWISE: On the Acceptance Record:

Click the v of the Material you want to perform an Acceptance Record on.

v Contract: 2004001388 - NORTHFORK ARCH BR m v e
DWR Date: 02/09/2024 Inspector: A037034 Sequence: 1 Status: Draft
General 0 marked for deletion | 0 changed
Select Items... &

Notes (For Approved DWRs

ONLY) v v

item ID Item Description Project Category Records
Contractors On Site

307001-000 AGGREGATE BASE COURSE, CLASS 2004001388 0001 0
Contractor Equipment

Line Number Supplemental Description Attention Tot Qty Posted Tot Qty Posted to Dt
Contractor Personnel 0045 10 No 0.000 0.000
Postings = X

Item Posting N...  Contractor Station/Location Tot Qty Posted x
Acceptance Records N\ _ Sta+to Sta+ 0.000
(6-19)
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6-3 APPLICABLE ACCEPTANCE RECORD SCREENS

The following screenshots contain the applicable information for each case:

For Approved Source(s) (APL):

If the Approval Number is not available to choose from, contact your Materials Regional Coordinator.

NOTE: You can process this without the Approval Number.

However, whether you can choose an Approval Number or not, be sure to type the Approval
Number in the Comments Field.

For Approved Source(s) APL.:

v Contract: 2010000960 - MORRIS BUILDERS BR+1 [ save R4
Force Account Contractors i .
Material Represented Qty Source Facility SMFMI v
716.001.001 - Random M S-Source Pending - Sout  F-Pending Facility - Facil
¥ Material Units Conversion Factor Reported Matl Qty Cont Est Matl Qty Sat Rep Matl Qty
CcY 1.00000 20.00200 385.00000 0.00000
Choose FIV -> Field Inspection Value

Q | Begin typing to search or press Enter

Represented Quantity Sample Type

DOC - Documentation v

Work Location Acceptance Method
Q  Begin typing to search or press Enter CI - Certificate Invoice v
Source ID Comments
Q S-Source Pending Contractor placed 10.00 CY of Class B Concrete.

Source Pending Approval

Facility ID Sampleid
Q F-Pending Facility

Facility Pending Approval Sampler ID
SMFMI
Q  Begin typing to search or press Enter Sample Date

Approval No (Lab No)

Q | Begin typing to search or press Enter

SMFMI Decrementation
(6-20)

Click Save.

Continue following the Steps in Section 6-4 APPROVING THE DWR.
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For Coverage (SMFMI):
Y 2201249
Material Units Conversion Fa...
SF 1.00000

Action Type ¥

Represented Quantity ¥

7.00000

Work Location ¥

Q  Begin typing to search or press Enter

Source ID* =

Reported Matl ...

Cont Est Matl ... Sat Rep Matl Qty
1.00000 7.00000

Field Inspection Value ¥

DC - Approved MCST Coverage -

Sample Type ¥

DOC - Documentation -

Acceptance Method =

ClI - Certificate Invoice -

Comments ¥

Q S-CCC4.600 Add description here about the DC Acceptance. Q
CARR CONCRETE CO.
Facility ID* » Sample ID
Q  F-CCC4.600
Carr Concrete Company Sampler ID
SMFMI * -
Q 2201249 Sample Date
(6-21)
Click Save.

Continue following the Steps in Section 6-4 APPROVING THE DWR.
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For an ST-1:

CcY

Choose FIV ->

Represented Quantity
7.00000

Work Location

Q  Begin typing to search or press Enter

Source ID
Q S-Source Pending
Source Pending Approval
Facility ID
Q  F-Pending Facility
Facility Pending Approval
SMFMI

Q  Begin typing to search or press Enter

Approval No (Lab No)

r

1.00000

0.00000

Field Inspection Value

Q Pending - ST1
Pending ST1

Sample Type

DOC - Documentation

Acceptance Method

CON - Concurrence

Comments

ST-1 on XXYYZZ

Sample ID

Sampler ID

Sample Date

48.00000

-

-

0.00000

Click Save.

Continue following the Steps in Section 6-4 APPROVING THE DWR.
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For a DMIR:

Maternas Represestwd Oty Iource Facany MM -
636 007 001 Q7 - YWameyg Ligss BJASO 636 - MOKEON BAFETY FJUAST 636 - Jackson Safety
Y staterad Unies Corveran Factos Reported Mat Gty Cont Bxt Mas Oty St Rep Masl Gty
cY 1.00000 2T0 00000 5 10 00000 420 00000
Acton Type ¥ Faeld Inspection Yalue ¥
- DMIR . MCST Concur - DARS -
Represented Osantny ¥ Sampie Type *
DOC - Documematon .
Work Location ¥ Acceptance Method v
Q Segnyprg to s=arch or jress Emes CON - Conturrencs -
Source iD ¥ Commants *
Q - Sego ypng to search press Eme OMIR an XX YY IZ a
Faceey ID *
Sampie 1O
Q Sege ypng to searcs
SMEMI Sampner 10
Q
Approval No|Brang 1I0) ¥ Sampte Date
Q
SMFMI Decrementaton ¥
(6-23)
Click Save.
Continue following the Steps in Section 6-4 APPROVING THE DWR.
6-4 APPROVING THE DWR
Enter all the information for the Acceptance Record.
Click the ¥ (to the right) of Save.
Click Approve.
v Contract: 2010000960 - MORRIS BUILDERS BR+1 v
CcY 1.00000 0.00000 48.000¢ _Actions SR ®
Choose FIV -> Field Inspection Valu Add New
Q Pending-sT1 | COPY
Pending ST1 Tasks
Represented Quantity Approve
(6-24)
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If you Approved this DWR in error, please Email your Materials Regional Coordinator and ask them
to Reject that particular DWR.

To do this, your Materials Regional Coordinator will:
Go to the V¥ (to the right) of Save and do the following:

1. Reject:

v Contract: 2010000960 - MORRIS BUILDERS BR+1

DWR Date: 02/20/2024

General

Notes (For Approved DWRs
ONLY)

Contractors On Site
Contractor Equipment

Contractor Personnel

Danectinne

Inspector: A037034

DWR Date *

02/20/2024 m]

Inspector *

Q A037034

Drake Gretchen S

Weather

Sequence: 1 Status: Approved

AND THEN they will Change the DWR to Draft.

2. Change to Draft:

v Contract: 2010000960 - MORRIS BUILDERS BR+1

DWR Date: 02/20/2024

General

Notes (For Approved DWRs
ONLY)

Contractors On Site

Cantrartnr Faninment

Inspector: A037034

DWR Date ¥

02/20/2024 [m]

Inspector *

Q A037034

Sequence: 1 Status: Rejected

Remarks

1

Federal Project Numl|

STP-1925(001)DTC

State Project Numbe|

$§331-19/25-0.55 00

Remarks

1

STP-1925(001)DTC

Actions x
Add New

Copy

Tasks

Reject

Views

Attachments (0)

Issues

Links

(6-25)

e3>

Actions x
Add New

Copy

Tasks

Federal Project Num| Change to Draft

Views

AAAAAAAAAAAAAA

Once the Status of the DWR has been Changed to Draft, you will be able to edit your DWR.

Once the DWR has been changed/corrected, remember to Approve the DWR following the Steps in
Section 6-4 APPROVING THE DWR.

If an estimate has been completed and includes this DWR, and you have made a mistake, contact your
Materials Regional Coordinator for assistance.

If you do not have these options, contact your Materials Regional Coordinator.
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