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 Reviewing Tests, 
Authorizing Samples, and 

Unauthorizing Samples 
 

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

1. Review Tests 

2. Review/Authorize samples 

3. Unauthorize samples 
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Reviewing a Test 

 
1. Log into AWP. 

 
 
 
 
 
 
 
 
 
 
 

2. In the Materials Worksheets dashboard, select Review Tests. 
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3. All tests that are ready for review are displayed. Each row on the list represents a test on 
a sample record that the technician has marked as complete. Locate the test you intend to 
review. 

 
 
 

4. Use the action arrow on the right, in the same row as the test, to review test results. 
 

 
 

5. Once you have reviewed the test, return to the Review Tests section noted in step 2, and 
locate the test reviewed in step 3. Check the box to the left of the test reviewed. 
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6. Depending on the accuracy of the results of the test (passing, failing, incomplete 
information, or questionable results), the Supervisor has the following options. 

a. If the test reports passing results, then select Mark Test Reviewed. 
b. If the test reports failing results, then select Mark Test Reviewed. 
c. If the test reports incomplete results, then select Requeue Tests. 
d. If the test reports results that appear questionable (possibly due to an error in 

running the test), then select Request Retest. 
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Reviewing/Authorizing a Sample 

 
1. In the Materials Worksheets dashboard select Review Samples. 

 
 
 
 
 
 
 
 
 
 

2. All samples that are ready for you to review will be displayed. Each row represents a 
sample record test that was assigned to the sample. 
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3. Select the sample you want to authorize by clicking the box beside the Sample ID. 

 
4. Click one time in the Sample Status field. You will notice the table header will drop 

down above the row you are working in. 
 

 
5. Click the Sample Status field one more time to get the test completion options to appear. 

Select the appropriate status for the sample. 
 
 
 
 
 
 
 
 

 
 

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


AASHTOWare Project Training Manual  
Authorize and Unauthorize a Sample  

 
    
 

   
 

Questions/Issues? Please fill out the CMSi Form 

6. Select Authorize Samples. Multiple samples can be authorized at once.  
 
 
 
 
 

7. The sample has now been authorized. 
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Unauthorizing a Sample  

 
1. From your AWP dashboard select Sample Records. 

 
 
 
 
 
 
 
 
 
 
 

2. Type the sample number you are looking for into the search field. 
 
 
 
 
 
 
 
 
 

3. The sample will be displayed. 
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4. Click on the sample number displayed. 
 

 
 
 
 
 
 
 
 
 
 
 

5. The sample will be displayed. 
 
 
 
 
 
 
 
 
 
 
 

6.  Select the Component Actions Menu button and select Unauthorize. 
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7.  The sample is now Unauthorized.  
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