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Quick Reference Guide (QRG)  
 

AREA: Materials BRANCH: Construction Programs Division 
    
FUNCTION/TASK: Outstanding Items EFFECTIVE DATE: 10/07/2025 
    
CREATED BY: Aaron Cooper VERSION: 1    REVISED DATE:  
 

 
AUTHORIZATION  

John Thomas – Branch Manager 
  
PURPOSE 
How to create an Outstanding Item Sample Record. 
 
SUMMARY 
How to create an Outstanding Item Sample Record with the necessary roles: Residency Admin, Project 
Manager, Project Inspector, Field Lab Manager and Field Lab Technician.  
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Part 1: Creating the Outstanding Item Sample Record 
 
 
Step 1: On the AASHTOWare Project Home Screen, click the “Home Button Down Arrow”. 

 
 
 
Step 2: From the drop-down menu select the appropriate role from the list of Active Roles you have access 
too. Here is the list of Roles authorized to create an Outstanding Item Sample Record: “Residency Admin”, 
“Project Manager”, “Project Inspector”, “Field Lab Manager”, or “Field Lab Technician”. 

 
 
 
 
NOTE: Outstanding Items Sample Records will need to be completed by the time an Estimate pays for the items to avoid Exceptions, 
and not at the end of the project. 

 
NOTE: The Final Outstanding Line Item List (FOIL) will not be available in AWP. 
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Step 3: After selecting the appropriate role, scroll to the “Sample Record Overview” component. 

 
 
Step 4: Under the Sample Record component, click the “Component Action Menu” arrow. 

 
 
Step 5: From the Component Action Menu click “Add”. 
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Step 6: In the Sample Date field, enter the needed “Sample Date”. 

 
Step 7: In the Material Code – Name field, enter “OutstandItem”. 
 

 
 

Step 8: Click the “Facilities” tab on the left side of the screen. 
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Step 9: On the Facilities tab, click the “Select Primary Facility” button 

 
 
Step 10: From the Select Primary Facility table, click “Show First 10”. 

 
Step 11: Select the only Facility ID – Name present. The “outstd – Outstanding Item”. 

 
NOTE: Notice the Green Check Mark indicating the Facility ID was selected. 
 
Step 12: Click the “Add to Sample Record” button on the bottom right corner of the Select Primary Facility 
table. 
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Step 13: Click the “Save” button on the top right corner. 

 
 
Step 14: Once saved and now on the new Sample Record Summary page, make note of the Auto-Generated 
Sample ID name. When ready to continue, click the “Sample Type” fields drop-down arrow. 

 
 
Step 15: From the Sample Type drop-down menu, select “DOC – Document”. 
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Step 16: Click the “Acceptance Method” field drop-down arrow. 

 
 
Step 17:  From the Acceptance Method drop-down menu, select “CRES – CRES Construction Residency”. 

 
 
 
 
Step 18: Click the “Save” button on the top right corner. 
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Step 19: From the left side of the screen, click the “Contract” tab. 

 
 
 
Step 20: From the Contract tab, click the “Select Contract Project Items” button. 

 
 
NOTE: When selecting the Contract Project Items, note that these Items will show on the Outstanding Item Test’s corresponding 
Agency View. 
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Step 21: Select the needed Outstanding Item Project Items from the needed contract. 

 
 
NOTE: Select one or more items that you have the proper documentation for. 

 
 
 
Step 22: Once the needed Outstanding Item Project Items are selected, click the “Save” button. 

 
 
Step 23: Still on the Contract tab, enter the “Sample Matl Qty/Frequency” on each Contract Item (Project 
Item). 
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Step 24: Click the “Save” button. 

 
 
 
Step 25: Click the “Associations” tab on the left side screen
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Step 26: Click the “Association Type” drop-down arrow. 

 
Step 27: From the Association Type drop-down menu, select “Destination Lab”. 

 
 
 
Step 28: In the Association Value field, enter your needed “Destination Lab”.  

 
 
 
 
 
 
 
 



Page 12 of 17 
  

Step 29: Click the “Save” button. 

 
 
Step 30: Click the “Tests” tab. 

 
Step 31: On the Tests tab, click the “Assign Tests” button. 
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Step 32: On the Assign Sample Record Test screen, select your needed “Test Method”. 

 
 
 
Step 33: Click the “Next Arrow” on the bottom right corner of the screen. 

 
 
 
 
Step 34: On the next screen click the “Confirm” button. 
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Part 2: Adding Attachments 
 
Note: When adding attachments, there are two locations where attachments can be added: Within the Component Action Menu on 
the Sample Record Summary page and on the Sample Record Test on the Test Tab. However, it is recommended to attach the 
documents on the Component Action Menu for accessibility reasons. 

 
 
Step 1: Back on the Sample Record Summary page, click the “Component Action Menu” arrow. 

 
Step 2: From the Component Action Menu drop-down menu, select “Attachments”
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Step 3: Click the “Select File” button. 

 
 
Step 4: Select the needed “Documentation” to attach. 

 
 
 
Step 5: Leave a Description if needed and click the “Save” button.
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Part 3: Filling Out the Outstanding Item Agency View 
 
 
Step 1: Still on the Test tab, click the “Row Action Arrow”. 

 
 
 
 
Step 2: From the drop-down menu, select the “*Outstanding Item Agency View”. 

 
 
 
Step 3: On the Agency View, start by selecting the appropriate radio button (Yes or No) for the question “Do 
you have the proper Documentation?”. 

 
 
NOTE: As stated above, you will see here the earlier Contract Project Items you selected on the corresponding Agency View. 
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Step 4: On the Project Line Number rows, click the “Doc ?” checkboxes for each Project Line Number that has 
the appropriate documentation. On the Rows you must also document in the Remarks where each document 
was saved/stored. 

 
 
Step 5: Click the “Save” button on the top right corner. 

 
 
Step 6: Once saved and still on the Agency View, enter “Pass or Fail” in the Test Results field and click the 
“Save” button again. 

 


