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(Rev. 03-13-2024)

Section 7: How to Add or Remove a Material from a Contract

Applicable Roles:
1. Materials Regional Coordinators
2. District Materials Sup. & Office Coord.

7-1 NAVIGATING THE CONTRACT

Go to the Home Page.
Click on Contract Administration.

In the Search Box Enter the Contract ID Number.
Right click on the Contract ID Number and choose open link in new tab.
Click on the new tab you just opened.

This takes you to the Contract Administration Summary Page.

Click on Select Contract Materials and Acceptance Actions (at the top).

Administration Overview — Contract Materials and Acceptance Actions  Contract Payments  Contract Progress  Contractor Material Sources  SBP Commitments  Items

Payment Estimate Approval Levels  Payment Estimate Exception Override  Projects  Subcontracts

Contract Administration Summary

+ Contract: 2021000836 - PATTESON DR RRFB Ea~
General Contract ID Proposal ID

Additional Information 2021000836 2021000836

Contract Authority Description * Federal Project Number

Contract Times PATTESCON DR RRFB a HSIP-0705(020)D

State Project Number
Prime Contractor ld

U331-705-0.18 00
05-054%116

Federal Oversight
Prime Contractor Name

No
@ LMS CONSTRUCTION INC

(7-1)

Section 7
(Page 1 of 5)

AWP Questions:
dohawpmaterials@wv.gov



AWP Training Manual
Section 7
(Rev. 03-13-2024)

Click on the Materials Tab (on the left).

In the Search Box, Enter the Line Number you want to edit.

Contract Materials and Acceptance Actions Summary

w Contract : 2021000836 - PATTESON DR RRFB

ED ~ §
Materials Item Source
Acceptance Actions Q. 0020 & Line Item Sort  ~ | Showing 10f 1 No Filter -
Line Item Certification 0 changec
» Descr Item ProjLn Num Matl Set to Dt Material Set* ¥ Materials -
CONTROLLED LOW STR  219001-001 0020 0.000 Default 1
(7-2)
7-2 DELETING A MATERIAL
Click the > (on the left) under Descr to expand the Line Item you are working on.
Contract Materials and Acceptance Actions Summary
v Contract : 2021000836 - PATTESON DR RRFB E3~
Materials Item Source
Acceptance Actions Q.| 0020 & | | LinetemSort ¥ Showing1of1 No Filter .
Line Item Certification 0 change
> Descr Item ProjLn Num Matl Set to Dt Material Set* ¥ Materials -
CONTROLLED LOW STR  219001-001 0020 0.000  Default i)
(7-3)

If the Material has not been posted to, you can click the ¥ (on the right) of the Material.

Select Delete.

Click Save.

Do NOT confuse this with the Action Menu for the Item itself (highlighted in orange).
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Contract Materials and Acceptance Actions Summary

+ Confract : 2021000836 - PATTESON DR RRFB
IMaterials
Acceptance Actions g onze

Line ltem Certification

» Descr

S )

Item Source
& | | Lineltem Sort ~ | Showing 1of1 No Filter -

0 changed

Item ProjLn Num Matl Set to Dt Material Set* ¥ Materials -

CONTROLLED LOW STR  219001-001 0020 0.000 Defaul Actions ®

NOTE:

Exclude from Search Resulis
Tasks

Add Material

Copy Material Set...

Delete

Views

Attachments (0)

Links

Tracked Issues

(7-4)

If the project HAS posted to this item, you will NOT be able to Delete this Material.

Instead, click on the > Arrow (to the left of Descr.) of the Material you are working on.

Scroll down to the Conversion Factor Field and change it to 0.00.

Click Save.

e Deer Ibem

Prej L Mum  agi Set ta Dn Magerial Saqe - BAEterui -
CONTROLLED LOW STR - 278001001 L] 0000  Detaut 1
Matariad Watera Lnas Conversson Faotar -
-

210000 00005 - CLE -Type © - Cof Y
Mte sl

@ 219

Materad Unrs

cY

Materiss Cavegory

POC - Portiand Cement Concrele
Source v

Facility -

(= 1

Comversion Fastor =

000000

000000
Lifie I18in CarL Mavisasd =

Line ltem Cart Reviewsd Date ~

madyryy B

Line ftem Cert. Approves ™

Line item Sert. Approved Date ~

TSN

Line fem Cert. Rejected ~

Line ltem Cert. Rejected Date ™

Lt ERRR =1

Meotes

(7-5)

7-3 ADDING A MATERIAL

Click on the Materials Tab.

Click the Action Menu of the Item (NOT the Material).

Click Add Material.
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IMaterials Item Source
Acceptance Actions Q 0020 & LineltemSott ~  Showing1of1 No Filter .
Line Item Certification 0 changec
w Descr Item Proj Ln Num Matl Set to Dt Material Set* ¥ Materials v
CONTROLLED LOW STR  219001-001 0020 0.000  Defal Actions ®
Material Material Units Conversion Factor Exclude from Search Results
¥ 219.003.000.03 - CLSM -Type C-Cor  CY 0.00000 Tasks
Material Line Item Cert, Rey /00 Material
= Copy Material Set..
(7-6)
A dialog box (with a Blank Material Field) will open.
« New Contract Project ltem Material Set Material
Material * + Line Item Cert. Reviewed ¥
Q, Begin typing to search or press Enter -
Material Units Line Item Cert. Reviewed Date ¥
)
Material Category Line Item Cert. Approved ¥
Source ¥ Line Item Cert. Approved Date ¥
Q, | Begin typing to search or press Enter =h
Facility = Line Item Cert. Rejected *
Q, Begin typing to search or press Enter -
Conversion Factor ¥ Line Item Cert. Rejected Date ¥
Contract Estimated Material Quantity Notes ¥
(7-7)

In the Field under Material* ¥, Enter the Material Name or the Material Code.

Set the Conversion Factor to 1.0.
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Click Save.

~ Contract : 2021000836 - PA
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alerials
Acceptance Actions Q 0020 & Line ltem Sort ¥ | Showing 10f 1 No Filter =
Line Item Certification 0 change
~ Descr Item Proj Ln Num Matl Set to Dt Material Set* ¥ Materials -
CONTROLLED LOW STF  219001-001 0020 0.000 Default 1
> 219.003.000.03 - CLSM -Type C - Cor CcY 0.00000 -

» New Contract Project Item Material Set Material
Material
nd 708 .003.000 - Joint Sealant, Hot-Poun

Material Units

Material * ¥

Q  708.003.000
Joint Sealant, Hoi-Poured for Concrete and
Asphalt Pavements

Material Units

Material Category

Source v

Q. Begin typing to search or press Enter

Facility v

Q,  Begin typing to search or press Enter

Conversion Factor v

1.00000

You are done Adding a Material.
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1.00000

Line item Cert. Reviewed ¥

Line item Cert. Reviewed Date ¥

mm/ddiyyyy [m]

Line Item Cert. Approved ¥

Line item Cert. Approved Date ¥

mm/ddiyyyy [m]

Line item Cert. Rejected ¥

Line item Cert. Rejected Date «

mm/dalyyyy [m]

Notes ¥

(7-8)

dohawpmaterials@wv.gov



