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Section 8:   How to Add, Change or Delete a Contract Acceptance Action 
 
Applicable Roles: 

1. Materials Regional Coordinators 

2. District Materials Sup. & Office Coord. 

 

In the case where a Contract either does not require testing or needs an ST1/DMIR, the Contract 

Materials Acceptance Action needs to be adjusted.   

 

8-1         NAVIGATE TO ACCEPTANCE ACTIONS FOR CONTRACT 

 

Go to the Home Page. 

Click on Contract Administration.  

 

 
 (8-1) 

 

 

This will take you to the Contract Administration Overview Page. 

 

 

In the Search Box Enter the Contract ID Number. 

Click on the eraser icon (to the right) 

NOTE: If Contract ID Number doesn’t come up, click on show first 10. 

 

 

 
 (8-2) 
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Right click on the Contract ID Number. 

Click on open link in new tab. 

 

 

 (8-3) 

 

Click on the new tab you just opened. 

 

This takes you to the Contract Administration Summary Page. 

 

 

8-2         NAVIGATE TO CONTRACT MATERIALS AND ACCEPTANCE ACTIONS 

 

Click on Contract Materials and Acceptance Actions (top of the page).  

 

 

 
 
 (8-4) 

 

 

 

This takes you to the Contract Materials and Acceptance Actions Summary Page. 
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Click on Acceptance Actions (on the left). 

 

 (8-5)  

8-3         DELETING AN CONTRACT ACCEPTANCE ACTION 

 

In the Search Box, Enter the Line Number.   

NOTE: Always use leading 0s, such as 0020 instead of just 20. 

 

 (8-6) 

 

The Materials associated with the Line Number are displayed.  

 

Click the Arrow (>) to the Left of Project.  

 

 (8-7)  
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Click the ▼ (to the right) of the Acceptance Action Test you want to Delete. 

Click Delete. 

NOTE: In this Example, we are Deleting the QAD and QC Limits Testing Requirement  

 from this Line Number.   

 

 (Repeat the 2 steps above for each Test Requirement you want to Delete). 

 

 (8-8) 

.  

The gray area indicates the Line Items that are going to be Deleted.  

 

 

 
 (8-9) 
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NOTES: You can click the Undo Arrow if you change your mind about Deleting a Material. 

 

 (8-10) 

 You can also Refresh your screen before Saving, to reset to the  previous screen. 

 

 . Click Save. 

 

8-4         MODIFYING A CONTRACT ACCEPTANCE ACTION 

 

Click on the drop-down arrow (˅) (to the right) of the Material Test you are working on. 

 

Hover your mouse over the Test you are wanting to change.  In this case, a Gradation – QC,  

Right click on Test you want to open. 

Click Open.  

 

 
 
 (8-11) 

 

 

This takes you to the Contract Acceptance Action Summary Page. 
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Scroll down to the Option Name and click on the > (on the left) of the Option Name. 

 

 
 (8-12) 

 

 

On this page you can change the Frequency Type, as well as other Options including:  

Action Rate 1, Frequency Type - Contract (Action Frequency Blank) – 1 per contract 

 

 

 
 
 (8-13) 

 

 

 



AWP Training Manual 

Section 8 

(Rev. 02-28-2025) 

 

Section 8 

(Page 7 of 15) 

AWP Questions: 

dohawpmaterials@wv.gov 

 

 

Action Rate 1, Frequency Type – Quantity, Action Frequency 1000 (1/1000 tons etc.) 

 

 

 
 
 (8-14) 

 

 

 

The Minimum Quantity Requirement is currently NOT being used.  

If the Exclude from Pay Estimate Check Box □ is checked, this will OVERRIDE the Acceptance 

Action and pay the contractor.   

But there will still be a material exception that needs to be resolved before the Final Estimate.  

 

 

Regardless of the actions you perform, you must click Save. 
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8-5         CREATING A NEW CONTRACT ACCEPTANCE ACTION 

In this Example, we are going to Add a DMIR to this Contract for the Compaction – QC.   

First, we will Delete the original Acceptance Action as discussed earlier.   

 

 
 
 (8-15) 

 

Click on Acceptance Actions. 

Click the ▼ Action Menu button (on the right) associated to the Material, (NOT the Line where 

the Test is listed).   

Do NOT click the Action Menu button near the Save. 

 

From the Action Menu, click Create Contract Acceptance Action. 

 
 (8-17) 
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For the Name, choose the description you want to appear on the Detailed Sampling Checklist.   

(i.e. DMIR, ST-1, etc.) 

 

NOTE:  The following screenshots show how to Add a DMIR, but the steps are the same for  

               ST-1’s, etc.) 

 

Leave the Description box Blank 

For Effective Date, choose 01/01/2019 

Make sure the Status is Active. 

Do NOT modify the Evaluation Method. 

Click Save. 

 
 (8-18) 

 

 
 (8-19) 

 

Add the same Value into the Option Name. 
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Click Save. 

 

 

 
 
 (8-20) 

 

Click the ▼ Action Menu (on the right). 

Click on Select Action Relationship. 

 

 
 (8-21) 

 

In the Search Box Enter the Action Relationship you are looking for. 

NOTE: If you don’t know what it should be, talk to your Regional Materials Coordinator 
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 (8-22) 

Click on the Action Relationship description that appears below the Search Box. 

Click on Add to Option. 

 
 (8-23) 

 
Click Save.  

Now fill out the Acceptance Action data as indicated above. 

 



AWP Training Manual 

Section 8 

(Rev. 02-28-2025) 

 

Section 8 

(Page 12 of 15) 

AWP Questions: 

dohawpmaterials@wv.gov 

 

 
 (8-24) 

 

Click Save. 

 

 

 

 

 

8-6         MODIFYING AN ACCEPTANCE ACTION TO MEET PROJECT NEEDS 

In the case where you have Failing Material, you can modify the Action Rate Frequency to adjust 

for the Failing Material.   

 

For instance, if you have Six (6) Samples, and only Five (5) Samples are Passing, you can adjust 

the Action Rate to 5, and the Action Frequency to 6.     

 

8-7         REPLACE A CONTRACT ACCEPTANCE ACTION 

In the case where you have the wrong acceptance action, you will first open the acceptance action. 
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Once opened, you will delete the existing acceptance action option and add a new one. 

 

You can check to see the current acceptance action by dropping down the option. 

 

In our case, we will assume that _PCC QA Similarity is incorrect 
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To delete this, click the action menu on the right of the option name and click “delete”. 

 

 
You will then click the upper action menu and click “Select Action Relationship” 

 

 
 

In the dialog, be sure to “Load Next XX” to find the correct action relationship.  If you are unsure, 

consult your respective materials regional coordinator. 

 

Once you’ve selected the correct Action Relationship, click “Add to Option”. 
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Be sure to complete the details of the new action relationship. (1/contract etc), as this will not 

automatically populate.   

 

  


