
AASHTOWare Project Training Manual  
Create, Modify a Source + Add a Material Code  

 
    
 

 
Questions/Issues? Please fill out the CMSi Form 

 

 
AASHTOWare Project 

Training Manual 
   
 
 

 

 

  

 

 

 

Revision Date: August 2023 

 

https://forms.office.com/g/Lb9DBC0qAa


AASHTOWare Project Training Manual  
Create, Modify a Source + Add a Material Code  

 
    
 

 
Questions/Issues? Please fill out the CMSi Form 

Material Sources 
 

 
By the end of this Module, you will be able to: 

1. Create a Source 

a. Define a Source 

2. Modify a Source 

3. Assign a Material Code to Sources 

4. Modify a Material Code to Sources 
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Creating a Source 

 
1. Log into AWP. 

 

 

2. Begin at the Dashboard and click Sources (under Reference Data). 
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3. Use the Open Component Action menu and select Add. 

 

 
 
 

 
4. Enter the Source ID. This is a four-letter prefix and five unique digits. 

 

 
 
 
 

5. Enter the Source Name. 
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6. Enter the Source Type from the drop-down menu. The Source Code prefix needs to 
match the Source Type selected. 
 

 
 

7. Enter the Geographic Area from the drop-down menu. This will be the associated 
district – either in state or out of state (>60miles from state boarder). 
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8. Location Description is used to report the physical address of the source. 
 

 
 
 

9. To enter the Effective Date, use the calendar icon. The system defaults to the current 
date. 
 

 
 
 
 
 

https://forms.office.com/g/Lb9DBC0qAa


AASHTOWare Project Training Manual  
Create, Modify a Source + Add a Material Code  

 
    
 

 
Questions/Issues? Please fill out the CMSi Form 

10.   The Expiration Date may be used conditionally if needed. Use the calendar icon. The 
system defaults to the current date. 
 

 
 
 
 
 

11.   Enter Status as Active. 
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12.   Click Save. 
 

 
 
 
 

13.  Source authority documents users and roles of who can edit or modify source 
information.  
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Modifying a Source 
 

 
1.   Log into AWP. 

 
 

2.   Begin at the Dashboard and click Sources (under Reference Data). 
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3.   Search for the desired Source. You can start typing in the search box or use 
Advanced to filter. 

 

 
 

 
 

4.   Locate the desired Source.  Use the Open Row Action Menu and select Open. 
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5.   You can edit fields at this screen. 
 

 
 
 
 

• Source ID-Cannot edit if it has already been used on any sample records. 
• Material-Cannot edit if source material has already been used on any sample records. It 

can only be made inactive if previously used. 
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Assign Material Code to Sources 
 

 
1.   From the desired Source, select Materials. 

 

 
 
 

2.   Click Add Materials. 
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3.   Search by material code or description in the search field. 
 

 
 

 
4.   If needed, use the advanced filter to narrow the list. 
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5.   Select individual material codes or Select All. 
 

 
 
 

6.   Select Add to Source. 
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7.   Click Save. 
 

 
 

8.   The Status for each material code needs to be defined. Choose Active. 

 
 

9.   If there are multiple materials listed, click the Status arrow. Range Fill allows you to 
choose how many rows can be filled. Click Fill when completed. 
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10.   Click Save.  
 

 
 
 
 

11.   Click on the material code to open. 
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12.   Enter the Effective Date using the calendar icon. The system defaults to the current 
date. 

 

 
 

 
13.   Only if needed, enter the Expiration Date using the calendar icon. The system 

defaults to the current date. 
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14.   The status should remain Active (unless it needs to be changed for a reason). This 
status documents approval to be accepted on a contract. 

 

 
 
 

15.   Click Save. 
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16.   The “Active” field now displays Yes. 
 

 
 
 
 

17.   Product Names are only used when needed. This is relative to any QPL that requires 
the name of products. The material code will be flagged to require a Product Name. 
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18.   Enter the Effective Date using the calendar icon. The system defaults to the current 
date. 
 

 
 
 
 

19.   Only if needed, enter the Expiration Date using the calendar icon. This denotes 
when a product is no longer in service. The system defaults to the current date. 
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20.   Enter Active in the Status. 

 
 
 
 

21.   If there are product specific remarks, enter these in the Remarks at the bottom of 
the page. The beginning of the remarks needs to match the name of the product 
exactly. 

 

 
 
 
 

22.   Select QPL List for the Type. 
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23.   Click Save. 
 

 
24.   Products can be deleted if they were never used on a sample record. Click delete 

and then Save. 
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Modifying Material Code to Sources 

 
1.   From the desired Source, select Materials. 

 

 
 

2.   Select desired material to modify by clicking the Material Code. 
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3.   To enter an expiration date for the material, use the calendar icon for Expiration 

Date. The system defaults to the current date. Click Save when completed. 
 

 
 
 
 
 

The “Active” field now displays No. 
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4.   To enter an inactive status, change the status to Inactive using the drop-down 
menu. Click Save when completed. 

 

 
 
 
 

The “Active” field now displays No. 
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5.   To Add a material, use Select Source Materials. Follow steps 27-40 to complete. 
 

 
 
 

6.   To remove a material, use the open row action menu and select Delete. Click Save 
when completed. 
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