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 Add User Qualifications 
 

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

1. Add Sampler and Tester Qualifications to a User 
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Adding Qualifications  

 
1. Log into AWP. 

 
 
 
 
 
 
 
 
 
 
 

2. In the Personal Qualifications Overview type in the first or last name of the user you are 
looking for. 

 
 
 
 
 
 
 
 
 
 

3. All users meeting the search criteria will be displayed. 
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4. Select the user you are wanting to add qualifications to. 
 
 
 
 
 
 
 
 
 

5. General information about the user will be displayed. 
 
 
 
 
 
 
 
 
 
 
 
 
 

6. Select Tester. 
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7. The screen will display all the Qualifications assigned to the user. 
 

  
 
 
 
 
 
 
 
 

8. The first row shows you the information about the Test. 
 

 
 
 

9. The second row shows you information about the Users Qualifications on that specific 
Test. 

 

 
 

10.  To Add a new qualification to a user, click Select Testing Qualifications. 
 
 
 

11.  All available tester qualifications will be displayed.  
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12.  You can search by Qualification ID, Description or Type.  
 
 
 
 
 

13.  Once the qualifications are displayed you can select the appropriate one. Multiple 
selections can be made from this screen to be added to the user. 

 
 
 
 
 
 
 
 
 

14.  Select Add to Tester. 
 
 
 
 

15.  Expand the arrow between the Qualification ID and the Effective Date for the newly 
added qualifications. 
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16.  This will expand the qualifications and allow you to enter required data. 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

17.  Populate the Effective Date following INDOT’s policy for Independent Assurance 
Qualifications. 

 
 
 
 

18.  Populate the Expiration Date following INDOT’s policy for Independent Assurance 
Qualifications.  

 
 
 
 

19.  Select the Status from the dropdown. 
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To add a sampling method to a user’s qualifications: 
 

20. Select Sampler. 
 
 
 
 
 
 
 
 
 
 
 

21. The screen will display all the qualifications assigned to the user. 
  

 
 
 
 
 
 
 

22. The first row shows you the information about the Material Test. 
 

 
 
 

23. The second row shows you information about the Users Qualifications on that specific 
Material Test. 
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24.  To add a new qualification to a user, click Select Sampling Qualifications. 
 
 

25.  All available Sampler Qualifications will be displayed.  
 
 
 
 
 
 
 
 
 
 

26.  You can search by Qualification ID, Description or Type.  
 
 
 
 
 

27.  Once the qualifications are displayed you can select the appropriate one. Multiple 
selections can be made from this screen to be added to the user. 

 
 
 
 
 
 
 
 
 

28.  Select Add to Sampler. 
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29.  Expand the arrow between the Qualification ID and the Effective Date for the newly 
added qualifications. 

 
 
 
 
 
 
 

30.  This will expand the qualifications and allow you to enter required data. 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

31.  Enter the Effective Date for the new qualification by selecting the calendar icon. 
 
 
 
 

32.  Populate the Expiration Date following INDOT’s policy for Independent Assurance 
Qualifications.  
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33.  Select the Status from the dropdown. 
 
 
 
 
 
 
 
 
 
 

34.  Enter Remarks if needed. 
 
 
 
 
 
 

35.  Select Save to save your selections.  
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