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INTRODUCTION

he intent of this User Guide is to provide a basic overview of how to use Scribe to create a

new sampling project and manage samples collected for the EPA’s Contract Lab Program

(CLP). Scribe provides support for CLP sample documentation including the CLP Chain of
Custody (COC) reports and the CLP XML file. This document also assumes that the user is
already familiar with the Scribe application for sampling. Otherwise, please refer to the Scribe
User guides for detailed Scribe application instructions.

Create a New Project

New Project Wizard

If you are starting Scribe for the first time after installation, the New Project Wizard will run
automatically. You can open the ‘Scribe Example Project’ with Demo data. Otherwise, to
create a new project in Scribe:

1. Click on ‘File’.

2. Select ‘New Project’.

3. A New Project Wizard window is displayed.

Mew Project Wizard &

New Project Wizard

This "Wizard will create a new project. Click the
Next button to continue.

To open an existing project, click here --> Opén Proiéit'g

To subscribe to an existing project, click here --> Subscribe

Next >> Help | Cancel I i I

4. Click ‘Next’ to continue.
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5. Enter the Site Name, Site # (Common ID for Project Data Management), EPA Region #,
CLP Project (if YES, all layouts (grid and label) will default to CLP format), and the
Scribe Template (default template is Scribe3.mdb). NOTE: Users are advised to NOT
include any site identifying information in the Site # field i.e. address, etc..

[ [=ll@]'=]

File Lists Scribe.NET Help

& Print Export 5 View | @ Edit [ Add B3 Copy X Delete | Ml Fiter 2] Sot o/ Select ¢4 Find
Scribe Demo Project o
Planning M
\) Events

\) Property Info

\) Sampling Locations
\)Analyses

\') Sampler

<3} Instrument List

\) Lab List

(i) Action Levels

J1 Sampling

I3 Air Sampling

2 ;f;nl: Sampling Site Name: [CLP User Guide

o) SoifSediment | _ Sie #: [1235
-4 Soil Gas Sampling N
‘Water Sampling Region # v
Sample Management o I—-ﬁ
£, Samples CLP Project? | YES v

g} Chain of Custody Sciibe Templahe mdb used to create pm|ect browse.. |
g Lab Results gi 3 emp ¥
22 Monitoring Data

[ Custom Tasks
E , Manifest_Info

Custom Data Views

¥ iction Levels with LabRe
- Datafor GIS-Lab

/ Data For GIS-Monitoring
/ EDD for GIS-Monitoring [ |
- EDD for GIS-Sampling D
/ LabResults Analyte/Units
/ LabResults with Sampling
A ahﬂPsuthl!hnul "mml

File Name: C:\Users\ertsupport\Desktop\S cribe Example Project MDB 4/%017 8:37 AM

6. Click ‘Next’ and then click ‘Finish’ to create the new project.

T=Tah
File Lists ScribeMET Help [=]=] %]
&b Print Export £ View | @ Edit [0 Add  Bm Copy X Delete | [l Fiter ) Sort o/ Select @ Find
£l e s | site Name: CLP User Guide]
PIanmng 1 =
Events site Info |
\) Propetty Info Site Name [CLP User Guide Contractar Contact [Jane Smith
i) Sampling Locations ——
i) Analyses Site # |12345 Contractor Phone |732-321-4244
\) Sampler Site Lacation WA Number
¥ 'L":;"["Ii;'t Lt SteStale [ ] EP Contract Number
:ﬂ Action Levels Site Action |Removal Action I Contract Name |SERAS

m;m,;pil,msgampﬁng Response Authority |CERCLA I Contractor |Leidos, Inc.
[#50WoodhdosArere
iFY) Wipe Sampling NPL Status ,NPL—:I Address1 |830 Woodbridge Avenue

i Address2

3 § g‘:il‘?ﬁe diment Site Description |Commercial vl ity [Eon
Soil Gas Sampling Site Phone |555-5655-1212 l_]

= Water Sampling | EP# Organization [ERT SED bl =

JEi Sample Management rgamzalfon Zip (08837

,ﬂ_ Samples EPA Region |2 v

2 Chainof Cusody EP4 Contact [John Doe

- H Lab Results
2D Monitaring Data EPA Phone |732-321-6660

JE1 Custom Data Views
- / Action Levels with LabRe gecoktiods
¥ Datafor GIS-Lab CERCLIS

Data For GIS-Monitoring

- / EDD for GIS-Monitoring [| Remarks =
- EDD for GIS-Sampling D¢ o=
/ LabResults Analyte/Units
& LabResults Crosstab Scribe.NET Info

/ LabResults Crosstab with Project ID: N/A
/ LabResults with Sampling
i LabResults Without Samy Subscription: N/&

/ Samples Wllhout Labﬂe = Cose | Hep | save | Cancel |
File Name C.\P'DElam Fdes xBB \Scribe\Projects\CLP User Guide.MDB 4/20/2017 | 8:45 AM

The New Project Wizard closes and the “Site Info” screen displays. ONLY the field
names in BLUE are required, however it is recommended that you complete as many
fields as possible.
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CLP SAMPLING IN SCRIBE

CLP Samples

CLP Analyses

The Scribe Analyses List includes default CLP Analyses. The analyses in this list are available
to be assigned to a sample when sample details are entered. If only a few analyses will be
needed for the sampling effort, removing the unwanted analyses will speed the selection
process at the time sample information is entered. At a minimum, Turnaround Time, Container
and Preservation should be populated for the required analyses so they populate when adding
an analysis(es) to your sample(s) and will print on the Chain of Custody (COC). This list can
be modified as needed to customize the pick list selections when entering Sample information.
Below describes how to modify, add and delete the list of analyses for your specific sampling
effort. Note: Abbreviation and Turnaround Time are required for CLP Analyses and must
appear on the Chain of Custody.

To MODIFY an analysis(es):

—
KL Scribe - [Analyses] [E=R[EE]
€ File Lists Scribe.NET Help NEER
& Print Export 8 View | & Edit [) Add Copy X Delete | B Filter £ Sort o Select @4 Find

H “ ” Iﬁilm Metals 21 | Anak Savelayout | Layout [DefauLayot  ~||
lyses yout | Layout: | Detault Layout ||

1. Click on “Analyses e

) Events Analyses
under Planning in the A A
walinalacations | [Anapses [Abbrev_| Tumaround | Tumaround [Container | Preservation [Analyses Type Program Type. | Analptical Method
. . [2) Analyses | || CLP 12 Tosic Congeners |12 Toic |35 Days 32 0z Amber High Flesolution _|CLP HRS
Navi g ation Pane ) Sampler [|CLP 208 Congeners 203 CBC High Flesoluion |0 HASM
* <3 Instrument List CLP Aluminurn Al norganics Cl 1SM
3 Lab List CLP Antimony b norganics 0 5]
3 Action Levels [ |CLP Aroclars (6RO | I Oigarics pig [S0M
) Sompling [ |CLP Assenic Tas | I norgarics pig JIS
£ i Somping CLP Baiim Ba norganics CLP i5!
B Wipe Samping CLP Berylium Be norganics P 5
2 CLP Cadrmium ] norgarics P =
M Biote: CLP Calcium Ca norganics [§
|| CLP Chromium = i I Inorgarics Cl 15
. S0l Gas Sampling ||CLP Cobalt G| I norganics P 1M
2. Select the analysis and 2 ooy || | ICp G o e —
K1) Sample Management 3 CLP Cyanide N Inorganics CLP ’ISM
.I: h £). Samples CLP Diokins/Furans CDD/CD High Resoluion | CLP HRSM
m | nam r % Chain of Custody Hadies e s
ﬁ’ Lab Result; -§. ICP-AES Metals ICP-AES 121 D. 1 liter plasti | I1SM |
) Lab Resuls AES Metals z Fm i plastic norganics
e nter Tu rnaroun d £ Monitoring Data Wi |cp-ﬁ-!'ezas TIEPMS 121 T = norganics
’ i custom Tasks [_|ctPion [Fe | I Inarganics pig 15M
. - KH) Custom Data Views CLPLead Fb norganics CLP JIEL
Container, Preservation 7 beion Levelswih Labe CLP Magnesim 5 negerics _[CLP I
’ ¥ Datafor GlsLab P argorsss bin norganics d s
7/ Dt For Gl ercuy o norgarics
etc. 5 ! [ |CLPNickel __ | (| | Inorgarics a 1SM_
; Egg EE:EE?:.::F:;QD[ [ |cLPPaH +PCP [PaH | I Organics CLP SOM
/ CLP PAH + PCP by SIM__|PAH SIM Oigarics pig SOM
¥ LabResuls Anabte/Unit | |15 Pestiides [PEST | [ Orgarics P [SOM_
, LabResults Crosstab CLP Potassium K Inorganics CLP 15M
/ LabResults Crosstab vith CLP Selenium Se Inorganics CLP 1SM
- LabResuits with Sampiing E SVOA Diganics T '}TDM
; LabResuts Without Sam| CLP Siver laa | | Inorganics Cl 1SM -
# Samples Without LabRes = - E s
e P Gk e o
File Name: C:\Program Files (x86)\S cribe\Projects\Palm Metals. MDB 41872017 10:54 AM

NOTE: If you add or modify a CLP Analysis, you MUST provide the analysis name,
abbreviation, turnaround time, Analysis Type of either Inorganic, Organic or High
Resolution and the Program Type of CLP, in order to correctly assign a CLP sample number
and print the CLP Chain of Custody.
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To ADD an analysis:

1. Click on Add.

2. Replace the #New01# with the
new analysis name, and enter
the Abbreviation, Turnaround,
Container and Preservation.
Select the Analysis Type and
select the Program Type of
CLP from the dropdown.

US EPA Environmental Response Team
User Manual for Scribe CLP Sampling

| Analyses
B
PYOAMA i 40 a w i ~
CLP 12 Toxic Congeners 12 Taxic |35 Days |32 oz Amber [None Iy NONCLP RSM
CLP 203 Congeners 209CBC i 5 M
CLP Aluminum Al '“°I' S
CLP Antimany Sb i . LP
ELP Arocls AR fighResohln_J7
CLP Arsenic As Inorganics CLP
CLP Barium Ba Inorganics CLP
CLP Berylium Be Inorganics CLP
CLP Cadmium Cd Inorganics CLP
CLP Calcium Ca Inorganics CLP
CLP Chromium Cr Inorganics CLP
CLP Cobalt Co Inorganics CLP
CLP Copper Cu Inorganics CLP
CLP Cyanide CN Inorganics CLP
CLP Dioxins/Furans COD/CD High Resolution  |CLP
CLP Hardness Hardnes: Inorganics CLP
CLP ICP-AES Metals ICP-AES Inorganics CLP
CLP CP-MS Metals ICP-MS |21 Days |18 oz Plastic |None Inorganics CLP
CLP lron Fe Inorganics CLP
CLP Lead Fb Inorganics CLP
CLP Magnesium Mg Inorganics CLP
CLP M. Mn Inorganics CLP
CLP Mercury Ha Inorganics CLP
CLP Nickel Ni Inorganics CLP
CLP PAH + PCP P&H Organics CLP
CLP PAH + PCP by SIM PA4H SIM Organics CLP
CLP Pesticides [PEST Organics CLP i
TP Petassiim I3 Innnanies P ]

e |

NOTE: If you add or modify a new CLP Analysis, you MUST provide the analysis name,
abbreviation, turnaround time, and Analysis Type of either Inorganic, Organic or High
Resolution and the Program Type of CLP, in order to correctly assign a CLP sample number

and CLP Chain of Custody.

Also, when entering a modified analysis, please use the abbreviation MA when possible in the
Analysis name and abbreviation (for example: “CLP VOA by MA 1301.0” — abbreviated as

“VOA MA”

To DELETE an analysis(es):

1. Click the ‘Select’ button on the Toolbar | fsmis

and click ‘Select All’.

2. De-select the analysis(es) by holding the m%::z‘:;g
Citrl (control) key and clicking on each gmm

analysis.

3. Click the ‘Delete’ button.

4. Click ‘Yes’ when prompted to delete the | /&zzie

selected records.

ERT Support 1-800-999-6990
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10 il Lists ScrbeDET Help
S pint B bpor = Vew | (3 Eat [ Adg %cmg Fiter 3} Sot End
[1P UieGue B Lyt | Loyt [Detn Laeut B

/ DaaimBisls
# DeaFaGiSMonioirg

7 L #Reads Arate/ ks
7 LReds Crossteh

7 LfReads Crossteb it~
- LResuds with Sarpl; s
 LatResols Wi S«

4 Lk vl gl i

 Fie Nane: C\Progan Fies 6 Scibe \Poect CLP Use Gud= MDS Al T RECT]
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Scribe allows users to configure the starting CLP Sample numbers and numeric Tag numbers
(if applicable). When a CLP Analysis is selected for a sample, Scribe will assign a CLP
Sample number starting with the configured CLP Sample number. The numbers auto-
increment as samples are added using the CLP business rules.

To configure the settings for CLP Sample Numbers and Tags:

1. Click on File | CLP Options | CLP/Tag
Settings. The window for CLP/Tag Settings is
displayed.

2. Inthe CLP Sample Numbers section, the
Region Number will default to what you entered
when you first created the project. Enter a
starting CLP Sample #, a Case # and/or a DAS
# as needed.

3. Inthe Tag Numbers section, enter the Next
Tag # if you are assigning specific numeric tag
numbers. If no specific Tag Number is
required, Scribe will auto-generate the first Tag
Number of 1000 and increment by 1.

4. If a checkmark is placed in the ‘Use Region
Number to Prefix Tag Numbers’, the CLP Tag
Format Mask will populate with Region # and
four (4) # digit placeholders (2--####). The
Tag # will print 2-1000, 2-1001, etc. Ifa
checkmark is in Apply Tag Format to ALL Tag
Numbers (NON CLP as well as CLP Tags), all
analyses will follow that specified Tag Format.

5. Under the CLP Options, Scribe performs a QC

K1 Scribe - [Analyses)
m Lists  Scribe.NET  Help

& New Project Ctrl+N [ Add Copy X Delete | B Fitd
[Pali Open Project Ctrl+0
m Close Project:
Backup Project
Abbrev | Tumaround | Tumaror
Restore From Backup oxic Congeners |12 Toxic | 35 Days
Congeners 209 CBC
Import ainum Al
i 7 mony |Sb
4 Scribe.NET ¥ lors |ARO
w :
\?' Template & Folders CLP Sample Nurnber Generator
CLP/Tag Settings ]
Set Default values for CLP Sample Numbers and Tags.
CLP Sample Numbers
EPA Region Number. |2 S
Next CLP Sample #: et
Default CLP Case #: [12345
Default DAS #:
Tag Numbers
Nest Tag #: (Must be a Number)
[v {Use Region Number to Prefix Taq Numbers
CLP Tag Format Mask:{-tt Optional Prefis, 3 digit placeholder

[ Apply Tag Fomat to ALL Taq Numbers (NON CLP as well as CLP Tags

CLP Dptions
[v Default to CLP COC Format and CLP Layouts
[V Perform OC Check when printing and exporting Chain of Custody (COC) Data
[V Default COC XML Export to CLP Region Capy (Includes additional Site and Geospatial data)

I 0K I Restare Defaults

Cancel I

Check when printing and exporting Chain of Custody (COC) data. This check ensures that
Turnaround Time (TAT), Turnaround Time Units, Analysis, Abbreviations, etc. are included
on the COC and in the XML file. This feature is ON by default. In addition, Scribe will
default to the CLP COC Format and CLP Layouts, as well as the COC XML Export to CLP
Region Copy when YES is answered as a CLP Project at the Project Information screen.

Click OK to Save and Close.

ERT Support 1-800-999-6990
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CLP Sample Number Generator

Also included with the CLP Options, is the ability to generate a list of CLP Sample Numbers
that follow the CLP business rules. This list can be exported to a spreadsheet. Follow the
steps below to build and export a list of CLP Sample Numbers.

[File] Lists Scribe.NET Help

MNew Project Ctrl+N
Open Project Ctrl+0

Close Project

Backup Project

Restore From Backup
Import »

Scribe . NET 4

CLP Options » CLP/Tag Settings
Template & Folders | CLP Sarple Number Generatorl

CLP Sample Mumber Generator ]
Click on File | CLP Options | CLP :
Starting CLP Sample No. |BE(><U1
Sample Number Generator. ki SESES
. # of Organic Samples: |20
2. Enter the Starting CLP Sample No., # of
Organic Samples, # of Inorganic # of Inorganic Samples: |—20

Samples, # of High Resolution Samples.
# of High Resolution Samples: IE{

=

3. Click OK.
4. A dialog box will open asking for a file oK Close |
name. By default, Scribe saves the file as
a .csv (comma separated file) that can be e - =
Opened Up |n MS EXCE| @\\;.v « Windows?_05 (C) + Program Files (86) » Scribe » Template » CLP Sample Number Generator v | 44 || Search CLP Sampie Number G
. /-'\ Organize »  Newfolder ER 0
5. Click Save.
CLP Sample No A e
PB8X01 —
PB8X02 ==
PB8X03
1 Computer
MB8X01 ‘;Wi:nmi_os it
B VRN Dine 0
MB8X02 2 serasen NVCANF ™
MBS8X03 Fie e Staring (12 Sarpl Number 050 s
BSXOl Saveas type: | CSW Files {.con)
ngoz “ Hide Folders Save Cancd
B8X03

ERT Support 1-800-999-6990 Page | 8
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Depending on the type of sampling you will be performing, click on the appropriate sampling

task under Sampling in the Navigation Pane. For example:

J 1@ Scribe - [Water Sampling]
L File Lists ScribeNET Help

& Print Export 5 View | & Edit ID Addl Copy X Delete | B Fitter £} Sot  Select @4 Find

[E=R[ECR =
=

EIES

CLP User Guide 5
Planring
i) Events
%) Propetty Info
{i) Sampling Locations

Water Sampling

1. Click on ‘Water Sampling’.

Summary | Samples

Sample # EventlD Location

Remove Fiter Save Layout | Layout: [CLP Layout ~

Samples: 0 [Filtered]

Sub Location Sample Date |Sample  |Matiix _[Source

Collection _[Sample Type]Depth |

{i) Analyses
&) Sampler
<3 Instrument List
{&) Lab List
{&) Action Levels
e Sampling
£ Air Sampling
%) Wipe Sampling
1 Biota
39 Soil/Sediment
(1] Sample Management
£ Samples
T Chain of Custody
T LabResuls
£ Monitoring Data
a3 Custom Data Views
& Action Levels with LabRe
& DataforGlS-Lab
- DataFor GISMonitoring
& EDD for GISMonitoring C
- EDD for GIS-Sampiing D
' LabResuls Analpte/Units
# LabResults Crosstab
 LabResuls Crosstab with
¥ LabResus with Sampling | |14 |

- LabResuls Without Samy
¥ Samples Without LabRes Close Add  Sample
,

File Name: E:\Floavam Files [x86]\Scribe\Projects\CLP User Guide.MDB

2. Click the ‘Add’ button on the
top menu or the ‘Add a
Sample’ button on the
bottom.

Print Labels

4/20/2017
e

1115 &M

Water Sampling: Sample # 12345-0001

3. Enter sample information into -
Water Quality

the “Sample Details”
screen.

Sample Details

Sample # [12345-0001

Location IAUD‘I

Sub Location I

3
k2

4

M atrix ]Ground “Water LI

Source l Monitoring Well LI

Collection ]Discvele Interval LI

Sample Type
Concentration ,—ZI

Measurements

EventlD |2nd QTR GWM 4pr 2017 | Date Collected |04/20/2017

Time Collected IUS: 0o (hh:mm)

Analysis

7]

Sampler |SERAS

ES

Activity |

Sampling Depth

Depth From ]
Depth To

=

Remarks

Depth Units ] L]
Odor I L]
Color | _vJ

ERT Support 1-800-999-6990

Note: The Water Sampling task contains a Water Quality and
Measurements tab. The tabs will vary by Sampling Task.
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Assigning Analyses

1. Select the Analysis tab.  TEET—" Elojes

% File Lists ScribeNET Help BER

‘Water Sampling: Sample # 12345-0001

2. Click in the Analyses/TAT [ - D Bom Ko
|

H Planni
fleld . \;jngt‘g"k Sample Detals | Water Qualiy | Measwements
&) Propetty Info
Q Sampling Locations Analyses/TAT CLP Sample # TAG TAT TAT Units  Container  No Storage Preservation LabQC Preliminary Description
H i) Analyses CLP ICP-MS Metals (TAT 21 | MBEX02 1001 21|Days 18 0z Plastic |1 None Y No
3. Click the down arrow for 3 Sampler G i
. £ Instrument List CLP 12 Toxic Congeners | PBEX03 1002 35 Days 32 0z Amber |1 None No
the list of CLP Analyses. Diaim i b
\.) Action Levels » CLP Volaties (TAT 21 Days) |BEX03 1003 21| Days d0mlvial |1 Yes b
N8 Sampling
. £ Air Sampling
4. Select the analysis to be ) WipeSanpig

performed on this sample. &giléds.
oil Gas Sampling
2 Water Sampling

5. Click in the CLP Sample # [ g%
 Chain of Custody

field to display the CLP B Cofoss

£ Monitoring Data

Sample # and Tag e G
y/ Action Levels with LabRe
number based on the ggamw‘
M # DataFor GIS-Monitoring
CLP/Tag Settlngs, DD for 615 Moritoing

3/ EDD for GIS-Sampling D¢
Q/ LabResults Analyte/Units

6 TO ass |g n ad d |ti 0 n al § ::::g::z;:z gzzz:: with) Copy Analyses | Assign From. .. j Delete Analysis ] CLP{Tag Settings ‘ Next CLP #: PBEX04
' . ‘ 3 LabResults with Sampling
Analyses CIle Ad d y/ LabResults Without Sam
! 3/ Samples Wikhout LabRes Close Heb | \ | & "
1 H) AR
Anal YSIS . Fil Name: C\Program Fies (sB8\Scrbe\Projects\CLP User Guide MDB 0 11454

7. When all analyses have been added, click the ‘Close’ button on the bottom of the window
to save and close.

NOTE: CLP Volatile analysis for Soil/Sediment samples may require sample weights to be
recorded. Right-click in the Analyses grid and pick “Select Columns” to include the sample
weight columns. Otherwise, this information can be recorded in the COC section by selecting
the “Sample Weight Layout”.

ERT Support 1-800-999-6990 Page | 10
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LABELS AND CHAIN OF CusSTODY

CLP Sample Labels

Print Sample Labels

Sample Label options are available on the individual Sampling Task view (e.g. Soil/Sediment,
Water, etc) or in the Samples section under Sample Management in the Navigation Pane. All
samples shown on the screen are available to be printed on labels. You can apply Filters,
Finds and Sorts to limit which labels will print. Before printing labels, make sure the CLP
Layout is loded (upper right corner of the screen).

To configure your labels and print: —— = —
|g :\Em L; ;;:ngu:p & Edit B Fiter 4] Sort . Select 4 Find —

Fain Mcids Sanples EaueLaEI Lapout [CLP Lapart K|

3

3} Sampling Locations
: es

1. Click on the ‘Print Labels’ button
on the bottom.

&) sampler
&) Irstument Lis
<) Lab List

# EDD for Gl5Monbosrg Dake
£DD fr

# LabResubs Anate/Unis 0
F LebResubs Crosstab

# LabResubs Croestah with D
7 Lt b

Locah T3
/- o
W gl
- angie
- W e
— ﬁ und' e Sangle
. o Sancie
Eh = = e
i - und. ek Sangie:
’% Binta o " ok
Solfs - und W, iekd Sampie
Sail Gas Samping T ond oK Sangle
} Waler Sampling - urd ek Sangie
Sarple Managemert: o . ek Sangie
) Samples - und o Sanc
5 Chan of Cusiody W round ek Sangie
2. Select ‘Label Setup’ E e e heen 5
. . 3 Moritoring Data Iz round . ekl Duplica
Custom Data Views - round W ekd Dugica
# DazinGi5Lad - tound . e Dugiza
Data For BIS-Maonkaing - argund . ieid Duglica
/- W E
i~ W
- W
- W
- W

 Sanples Wihout LabResubs

R |5 55| R 5 5 55 F B B EE 2 B EEREEREEEEES

E
e Sanple | CLP TCL Volles |60 1003 | 40mivia
20 Congenci | PASED (1005 |3Zee nbar s ~
0

3 o

Fiz Name: C\Program Fles [486\Serbe \Profect\Paim Melals MDE AT 222
[ 3 -

Label Wizard a - - @

Select a predefined label in the list or create a new one

3. Select a pre-defined label format
that matches your labels or create

204 2
a customized label. 317304 2
g81/2=11 1
14261 304 4 f
. >
4' CIICk NeXt Measure Shest
* |nch " Cm % DOnepage  Continuous

Show labels

' Predefined ¢ Custom Customize .

<< Back |I Meut > I | LCancel | |

ERT Support 1-800-999-6990 Page | 11



5. Use the default CLP label design or design your
label by adding/removing label lines.

6. To Add a new Label Line, select the field (on the
left), hold the mouse down, and drag and drop the
field onto the label. Enter a caption name (e.g.
Storage).

7. To Remove a Label Line, highlight the field (on the
right), and click the delete key.

ERT Support 1-800-999-6990
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Sampler

2

Label Wizerd e T |
Design the Label Layout. Select fields to put on the label. To
&dd a new line, Drag a field from the list and Drop it on the label
designer. Ta change a line's font atbutes, Double Click on a
line.
I" To add a New Label Line. Drag and Drop a field. = I
LP Sample # [CLP Sample #
Activity -
AirbilM o ag: [Tag] £
Albitude: j —
Analyses Date: [Sample Date] [Sample Ti
analyses_|DD ﬂ
Camieame Location: [Location]
CaseLomplete j
[| | CaseMNumber Analyses: [Analyses]
[ [cLP Sample & Kl
| |coc Preservation: [Preservation]
COC Aemark
[| |COC_Contact Case # [CaseNumber]
1| |COC_ContactPhone
| |COC_Format 2
<< Back. ‘I Hewt 3> I Restore Defaults LCancel
— —— — —
Label Wizard (5]
Design the Label Layout. Select fields to put on the label. To
add a new line, Drag a field from the list and Drop it on the label
designer. To change a line's font attributes, Double Click on a
line.
**To add a New Label Line, Drag and Drop a field. **
Sanple § . [CLP Sample # [CLP Sample #] £l
Sample Date
Sample Media Tag: [Tag]fStorage: [Storage il
Sample Time
Sample Type Date; [Sample Date] [Sample Time]
Sample Weight (g)
Location: [Location]

Wnalyses: [Analyses]

N ESEEA

Sub_Location
Surf_Elev Preservation: [Preservation]
Surt_Units El
Tag = Case # [Caseumber]
Tag Collection Method
Tag_Matiix .
<< Back Next >> Restore Defaults Cancel I Finish |
N iabel Wizard B

Design the Label Layout. Select fields to put on the label. To
add a new line, Drag a field from the list and Drop it on the label
designer. To change a line's font attributes, Double Click on a

line.

** To add a New Label Line, Drag and Drop a field. **

Sample #

Sample Date
Sample Media
Sample Time
Sample Type
Sample Weight (g)
Sampler

Site #

Sub_Location
Surf_Eley
Surt_Units

Tag
Tag Collection Method
Tag_Matrix

<< Back Next >>

-

[m]

1

CLP Sample # [CLP Sample #]

LE:HLET]| Storages [Storage]
Date: [Sample Date] [Sample Time]

e |»

Location: [Location]

Wnalyses: [Analyses]

[E(ESIE2 R

Preservation: [Preservation]

Case # [CaseNumber]

Restore Defaults LCancel l Finish |

Page | 12
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[ Label wizard ]
8. When the Label LayOUt IS Complete, CIle Design the Label Layout. Select fields to put on the label. To
add a new line, Drag a field from the list and Drop it on the label
N ext designer. To change a line's font attributes, Double Click on a
— - line.
== To add a New Label Line, Drag and Drop a field. ==
Sample # - CLP Sample # [CLP Sample #] il
Sample Date

Sample Time il

Sample Type _’l Date: [Sample Date] [Sample Time]
Sample Weight (g)

Sampler i‘ Location: [Location]

Site # 4

|Storage | —I Wnalyses: [Analyses]

Sub_Location il

Surf_Elev Preservation: [Preservation]
Surf_Units

m

Tag Case # [CaseNumnber]
Tag Collection Method
Tag_Matrix it

< Back II Nest >> I Riestore Defaults Concel [ [ Fimish

Lahel Wizard (%

9. Click Einish. (If you need to print on half
a sheet of labels, use this option to select
which label to print on first).

Donel Please click the Finish button ta Preview your labels.

ISlart privting st Label Humber. [7 I

<< Back ‘ ‘ ‘ (" Cancel |I Einish I

10. A preview of the labels to be printed is
displayed.

11. To print, click the Printer icon.

ERT Support 1-800-999-6990 Page | 13



When creating a CLP Chain of Custody (COC) in Scribe, multiple analysis types can be added

US EPA Environmental Response Team
User Manual for Scribe CLP Sampling

CLP Chain of Custody

to the same COC. For example, Inorganic, Organic, High Resolution and non-CLP analysis

can all be placed on the same chain by selecting the “CLP Generic COC” format when creating

a new COC or by removing the filter when on the Samples Tab of the COC section. As a
convenience, Scribe contains functionality to group analyses by type when creating a COC.

By selecting one of the CLP types (Organic, Inorganic, High Resolution) from the COC Format
list, Scribe will filter the Samples for that specific analysis type. Remember, if multiple analysis
types need to be added to the same COC, simply remove the filter and a complete list of

analysis(es) will be available.

Note: After submitting samples to the CLP labs, it is recommended that users request the
labs to return lab results in electronic format i.e. a spreadsheet (.xIs) or a comma-separated

text (.csv). Scribe has a Custom Import feature that will import lab result data and marry them

up with your sampling data already in Scribe. This effectively eliminates transcription errors
and reduces data processing time. See the “Scribe Manual Advanced Part III” for importing

details.

Create COC and Assign Samples

To manage and print a Chain of Custody (COC), a COC needs to be created and then

samples have to be assigned to the COC:

1. Select ‘Chain of
Custody’ under

Sample

Management in the
Navigation Pane.

2. Click the ‘Add a
Chain of Custody’
button on the
bottom of the

window.

ERT Support 1-800-999-6990

|3 Scribe - [Chain of Custady]

K File Lists Scribe.NET Help
& Print Export EE View | (& Edit [ Add B3 Copy X Delete | X Filter £ Sort  Select @ Find

CLP User Guide
Planning
\i) Events
(&) Propetty Info
<3) Sampling Locations
{3) Analyses
(i) Sampler
&) Instrument List
(i) Lab List
(&) Action Levels
Ja sampling
£ Air Sampling
Y Wipe Sampling
1 Biota
&) Soil/Sediment
Soil Gas Sampling
3 Water Sampling
Ja Semple Management
) Samples
Lab Results
£ Monitoring Data
Jad Custom Data Views
i Action Levels with LabRe
 Datafor GlS-Lab
&/ Data For GIS-Monitoring
&/ EDD for GIS-Monitoring [
/' EDD for GIS-Sampling D:
# LabResults Analyte/Units
## LabResuls Crosstab
# LabResuls Crosstab with
& LabResults with Sampling
, LabResuits Without Sam) ~

M »

Chain of Custody
EOE]| Sampls

Special Instructions

«
File Name: C:\Program Files (x88)\5 cribe\Projects\CLP User Guide.MDB

Close Add a Chain of Custod: Print Chain of Custody

4/21/2017

10:26 AM
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. J 20 Scribe - (Chi of Custody] =G
3. The “COC Details” _ R
. . B File Lists ScribeNET Help -8l
screen is displayed. By S DAt Bycoy X Delte
defa_UIt’ Scribe assigns IEPPL"::H'EQ“‘“ * | coc # 2042117103006 0002
a unigue generic COC D Eret COC Detais
# across projects. The :)) T fooct Pvziriomsioe | [cocrons [P G o]
COC num bel’ auto- \',) Analyses Cooler # |1 Contact Name |3¢1be
. i) Sampl Project Cod i
increments based on | i, | el o
the COC ID# Mask 3) Lab List L] 1235 [ CaseConplete  |CLP High Resoktion
: &) Acton Levels DAS#
The COC number and [ suin
m ask can be c h an g ed £ Air Sampling Lab |CG Laboratory v
) T_:l Wipe Sanping Lab Contect[Samanihi Doughety Leb Phare [132885-1212
at any time. ¥ 2‘2:;5‘3 o Lab Addies [3 Candenood Dive L Far [T 5852121
ﬁ Sl Gas Samping = Lab_Address?
Iluﬂ‘ Waler Sampling Leb_Ciy [Edison DateShipped 04/21/2017 v
Sample Management i =
Lab_State [NJ v CarreiName |FedEx v
£) Samples 7 jod
Lab_Zip |08837 AitbilNo |48J389F GBI
4' Complete the form Lab Resuls Lab_Remark
2 Monitring Dat
SeleCtIng the La.b and la ﬁsloinf;z;:?/\[:jw: P\ea§e retum cooler usjng enclosed prepaid FedEx airbil. Please
entering other fields / cinLeresviblaf | | pec iP5 S corpae LR E0D
i DataforGlS-Lab
such as the Cooler #, / v
3 Data For GIS-Monitan
COC Format, Date ? N
. 3/ EDD for GIS Samping D¢
Shlpped a.nd a.ny / LabResults Analte/Unis
i i / LabResuts Crosstab
SpeCIaI InStrUCtlons' / LabResuls Crosstab with ~
/ LabResults with Sampling
}/ LabResults Withaut Sam) +
it = " Close Help ] Save ] Cancel | <Previous | Next >
File Name: C:\Pragram Files (+86)\Scribe\Projects\CLP Uiser Guide.MDB 4107 10:354M

5. Select the correct COC
Format based on the type of Samples you are packing. All CLP COCs are identical,
however, selecting a COC Format is a convenience option that filters the samples based
on the format selected (i.e., Inorganic Format will filter for Inorganic Analyses). However,
if a COC needs to contain multiple Anayses types, (Organics and Inorganics) Select the
CLP Generic and all samples will be available to be placed on the COC.

6. Click ‘Assign Samples to the COC’ to continue.

ERT Support 1-800-999-6990 Page | 15



7. The ‘Chain of Custody
Samples’ tab is displayed
and lists samples that have
not yet been assigned to a

10.

-/ DataFarGl5 Horiaing
assign the samples to the 7 o [ ] m |
; - EOD forGIS Samping D
Chain of Custody. - LatRess neeni
/ LabResults Crosstab
. / LabResuts Crosstab with —
Click ‘Yes’ to assign the  LabResutsihSangire || 4] | 2
/ LabResuls Without Sam) + o
Selected sam pleS to the e Close || Assign to 2-042117-103006-0002 I Print Chain of Custody
C O C . File Name: C:\Program Fies (+86\S cribe\Projects\CLP User GuideMDE (4172017 [10:458M
11. The selected samples are assigned to the COC.
Chain of Custody Remove Filter Save Layout I Layout: ICLP Layout S
COC | Samples \
OC #: 2-04 03006-000 ed
COC# Fvantld Sampak ¥ Location CLP Sample #|Tag Analyses I atri Sample Date|Sample *
2-042117-103006-0) 2nd QTR G'WM Ap|12345-0001 A001 BEX03 1003 |CLP Volatiles Ground Wate| 4/20/2017 | 08:00
2-042117-103006-() 2nd QTR G'WM Ap|12345-0001 A001 BEX03 1005  |CLP TCLP Semivolatiles Ground Wate| 4/20/2017 | 08:00
2-042117-103006-() 2nd QTR G'WM Ap|12345-0001 A001 MBEXD2 1001 |CLP ICP-MS Metals Ground Wate| 4/20/2017 | 08:00
2-042117-103006-() 2nd QTR G'wM Ap|12345-0001 A001 MBEXD2 1004 |CLP Chromium Ground Wate| 4/20/2017 | 08:00
2-042117-103006-() 2nd QTR G'wM Ap|12345-0001 A001 PBEX03 CLP 12 Toxic Congeners Ground \Wate| 4/20/2017 | 08:00
2-042117-103006-C Sampling 12345-0002

COC.

Select the samples to assign
to the Chain of Custody by
using the Select Button on
the toolbar or by holding
down the Shift key or Ctrl
key while clicking on the first
column before COC# of the
samples you wish to assign

to the COC.

Click ‘Assign to’ button on
the bottom of the window to

US EPA Environmental Response Team
User Manual for Scribe CLP Sampling

160 Scrice - (Chain of Custody)

& pint [ Expor

L) File Lists ScribeNET Help
View | (& Bt [ dd

oy K Delete | B Fiter 8] Sort IJSeIectIMFind

CLP User Guide A
[{] Planning F
\i) Events
\') Propetty Info
1) Sampling Locations
\') Analyses
Q) Sampler
\') Instrument List
§) Lab List
G) Action Levels
118 Sampling
22 ir Sampling
;E] Wipe Sampling
! Bita

&) Soil/Sedinent
3 Sol Gas Sampling g
) Water Sampling
118 Sample Management
-f) Samples

J CabFesuls
22 Monitoring Data
N2 Custom Data Views
- / Action Levels with LabRe
i/ DataforGiSLab

Chain of Custody

2nd QTR GWH Ap 123450001
2nd QTR GWWH Ap 123450001
2nd TR GwM Ap 123450001
2nd QTR GWM Ap 123450001
2nd QTR GWH Ap 123450001
Samplng 123450002

L
AQot
A1
Ao
Aot
A0t
22

COC #: 2-042117-
ocation

cock  [fentd JSapb# Jlocaim |

BERI3

MBEx02
MBER02
PBEX03

ISe\ectAl\ I

Invert Selection

Clear Al
1003
1005
100
1004
1002
A

CLP Volatles
CLP TCLP Semivolates
CLPICP-MS Metals

CLP Chromium

T

Ground Wate 4/20/2017
Ground Wate 4/20/2017
Ground Wate 4/20/2017
Ground Wate 4/20/2017
Ground Wate 4/20/2017

IAﬁanCOC

ERT Support 1-800-999-6990

Page

|16




US EPA Environmental Response Team
User Manual for Scribe CLP Sampling

Configure and Print COC

To configure and print a COC:

. . Ji2 Scrie - (Chain of Custody] =N |
1. Click ‘Print Chain of g;“_‘ i, M n bt e R —
Custody’ button On CLPU::;M xport |fw (& Edit B Copy X Delete ilter Zy Sort elect in
5 - Chain of Custods
the bottom of the ' E;"S':ﬂ,.., €0C | Sanpls i
Chain of Custody D e [ T
Wln d OW \Sg:;l;::': | 2:042117-103006-0002 CLP Generic SCG Laboratory 472172017 Please retum cooler using enclosed prepaid FedEx aitbil. Please provide Scribe compati
&) Instrument List
\E)Lah List
ko ;imi:;:;n Levels
% C\‘/"S&;“D‘m? pi
E Ipe samping review
2. Select ‘Report §§:};Sem RIF il
il oil Gas Sampiing HTML File
Setu p . 2] \Sll;lﬁer SsamsLillgg Report Setup
Iﬁ'sa’“p'e";:‘“ﬂe'“efk i Close dd a Chainof Custody Bk Cha of Cogtody
File Name: C:\Program Files (x86)\Scribe\Projects\CLP User Guide.MDB 4212007 11:17 AM
Report Setup &)
3. The COC Report COC Report Header Settings
Header Settings are
displayed. The Report | |USEPA CLP COC CHAIN OF CUSTODY RECORD  |No. [COC # Here]
Header can be - -
. . Site
customized by clicking | 1°2°5#°=¢ | e £l
on the down arrows :
and Selecting different ICamerName L] IDAS # L] ILab Contact _v_|
F\_’eport Header criteria IAilbi"NO _v_] IC00|6I #
(i.e., Lab_CSZ -
C|ty/ State/ le) Page Orientation ]Landscape L]
4. The COC Report i i 2l
Type (Lab or Region Font Size: |3 =
Copy) can also be i . _ _
selected. Note: The ~** COC Report Type Special Instructions
Lab Copy does not (+ Lab Copy " Region Copy
include any Site or
Project names, as
well as Sample Type.
0K | Cancel Restore Defaults

ERT Support 1-800-999-6990 Page | 17
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5. Click ‘OK’ to preview and click on the Printer icon on the top to print the Chain of Custody.

Pagetof 1

usera cLp cocf e corv] cm%conn No: 2.042117-103006.0002

DateShipped: 41212017 Lab: SCG Laboratory

CartieName: FedEx Caser. 123% Lab Contact: Samantha D ougherty
AirbillNo: ABJ3EOF GE9 Cooler#: 1 Edison, NJ 08837
Sample Iderﬂﬁe‘ CLP Matrix/Sampler Coll. AndysisTurnaround Tag/PresenativeBotties Location Collection For Lzb Use
Sample No. Method (Days) DatefTime Only
12345 0001 B3X03 Ground Water/ Discrete VOA(21¥PR, TCLP 1008, 1005(2) ADO1 04/202017 08:00
SERAS Interval SVOA(15)
12345 0001 MBSX02 Ground Water/ Discrete ICP-MS(21), Cr(21) 1001 (None), 1004(2) ADO1 04/202017 08:00
SERAS Interval
12345 0001 PBEXE Ground Water/ Discrete 12 Toxic CBCs(35) 1002 (None) (1) ADO1 04/202017 02:00

[ shipmert for Case Complete? N |
Samples Transferred From Chain of Custody # |

Sample(s) to be used for Lab OC: 123450001 Tag 1001 - Special Instructions: Please return cooler using enclosed prepaid
FedEx aibill. Please provide Scribe compatible LabRes ut EDD.

Analysis Key: VOA=CLP Volatiles, TCLP SVDA=CLP TCLP Semivolatiles  ICP-MS=CLP I 1S Metal: LP Chromium, 12 Taxic CBCS=CLP 12 Toxic Congeners "
—_—

and Organizati D ate/Time Received by (Signature and Organizat Date/Time | Sample Condition Upon Receipt

CLP Generic Lab Copy

Page1of1
USEPA CLP cocm CHAIN I ORD No: 2-042117-103006-0002
DateShipped: 41212017 CLP User Guide/NJ Lab: SCG Laboratory
CarrierName: FedEx Case#: 12345 Lab Contact: Samantha D ougherty
AirbilNo: ABJ323F 623 Cooler#: 1 Edison, NJ 08837
Sample Idertifier CLP Matrix/Sampler Coll. AndlysisTurnaround Tag/PreserativeBottles Location Collection Sample Type
Sample No. Method (Days) DaeTime
12346-0001 BBX03 Ground Water/ | Discrete VOA21YPR, TCLP 1008, 1005(2) ADD1 047202017 08:00 | Field Sample
SERAS Interval SVOA(15)
123450001 MESX02 Ground Water’ | Discrete ICP-MS(21), Cr(21) 1001 (None), 1004(2) ADO1 04/202017 02:00 | Field Sample
SERAS Interval
12346-0001 PBEXIE Ground Wate' | Discrete 12 Taxic CBCs(35) 1002 (None) (1) ADD1 047202017 08:00 | Field Sample
SERAS Interval

Shipment for Case Complete? N
Sample(s) 1o be used for Lab OC: 12345-0001 Tag 1001 - Special Instructions: Please return cooler using enclesed prepaid -
FedEx aitbil. Please provide Scribe compatile LabRes uk EDD SamplesTranstrred From Gein ohCuslody #

Analysts Key: VOA=CLP Volatiles, TCLP SVOA=CLP TCLP Semivolatiles, ICP-MS=CLP ICP-MS Metals, Cr=CLP Chromium, 12 Toxic CBCs=CLP 12 Toxic Congeners

Items® Relinquished by (Si and Organizati D ate/Time R eceived by (Signature and Organizati Date/Time Sample Condition Upon Receipt

CLP Generic Region Copy

ERT Support 1-800-999-6990 Page | 18
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COC QC Check

Scribe performs a QC Check for the COC hardcopy and .XML export. The QC check will
generate a Chain of Custody Exceptions notification and a log indicating what information is
missing from which samples. Examples of missing information are shown below. Users
should correct the missing information prior to continuing with the COC. Note: Users can
continue and print the COC; however, the .XML may be rejected by the Sample Management
Office (SMO). All information identified in the QC Check that is not resolved prior to providing
the COC to the laboratory, will most likely result in a discrepancy and potential delay in the
laboratory being able to log and process the samples.

Chain of Custody Exceptions ﬂ

'6' Chain of Custody QC Check

Exception(s) Found! Click OK to View Exception(s)

QC Check &
QC Check - The following exceptions were found:
E xception(s) Found -

Exceptions for COC #: 2-042117-114700-0004

COC '2-042117-114700-0004' does not have g Shipped Date
Sample # 12345-0003 does not have a[Sample Date|
Sample # 12345-0003 does not have a[Sample Timel

Sample # 12345-0003: There is no[analysis abbreviation|for the following analysis: CLP
Chromium

Sample # 12345-0003: There is no|Turn Around Time for the following analysis: CLP Chromium

Continue Anyway and Print the Chain of Custody?

Yes Mo

ERT Support 1-800-999-6990 Page | 19
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Export to XML File

Export COC to XML

To export the COC to an XML file:

L File Lists ScribeNET Help
& Print Export |52 View | [ Edit [} Add Copy X Delete | B Fiter £| Sot o Select ) Find

Palm Metals Text File ("o, ".csv)

|l Plarning Spreadsheet File (s, wb3)

) Evenis HTML File (.

43 PropetyIrfo e Lhimy Chain of Custody COC

3) Sanpling L{ | COC ML File ("cml) QAo |Lab DateShigped [ Specia Inshuctins

1_ CI|Ck on Ch ai n Of Cu Stody under 1) Analyses i.%wm;ﬁﬁmm A5 Laboratory Gre | 77972001
1070113124555 000

{3) Sampler CLF Generic A4 Scintfic Inc._[7/3/201

Sam p I e M an ag e m e nt I n th e I eft . ’:3 \Ln::u[n;:\[ List i CLP Inorganics | AGAT Laboral 01 Please retum the cooler using the prepaid FEDEX aibill enclosed.
Navigation bar. Poi.

) Wipe Sampling
3 Bioa

2. Click the ‘Export’ button on the menu | 35555

-5 Water Sampling

) Sample Management
bar. " Somn
5] GP Fesute
y £ Montoing Data
‘ . . I
3. Select ‘COC XML File (*.xml)’ option. [,
~§f Data For GlSMonioring
4/ EDD for GIS-Moritoing Dale
3/ EDD for GIS-Samping Data
3 LabResults naterLnis OC
~§f LabResuls Cossiab
 LabResus Crasstabwith Qu
- 3f LabResuls Wihout Samples
 Samples Wikiout LabResults

T = 5 Cose Add a Chain of Custody prnt Chain of Custody

File Name: C:\Progi| 7/10/2013 4:28 PM

Selected COC(s) to Export (=]

: v 2-042117-114/00-0004
4. Select the Chalr_l(s) of C_:us_to_dy records to ENTEEERE
export by CheCk|ng the |nd|V|duaI reCOI’dS V 2.042117-103006-0002
or click the ‘Mark AIl’ button to select all

COCs.

Note: By default, the CLP Region Copy is
selected. This format should be used for
uploading to the SMO portal. If the .xmlis
uploaded into something other than the
SMO portal and is rejected, try the Lab
Copy (Legacy .XML) or the Region Copy
instead.

== COC XML Template ==
" Lab Copy
" Region Copy [Includes Site Information]
If;' CLP Region Copy [Includes additional Site and Geospatial Information) I

oK Cancel | Mark Al Clear Al ‘
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5. Select your file location and provide a

filename and cli
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L) Save A5
QU I « Scribe b Projects 'I"H §
ck ‘Save’. Organize v New folder
# Downloads A Name Date modified
| Recent Places
No iterns match your search,

- Libraries
+| Documnents
J Music
k| Pictures

8 Videos

m

1% Computer

& LocalDisk (C) B
w21l 5|

il

File name: |Case 12345 5CG Lab

)

Save s type | COCHML Filf'ami)

4 Hide Folders

6. The .XML file may open in Windows Internet Explorer while the file is created and saved.

/€ C:\Program Files\Scribe\Projectsipalm metals.xml - Windows Internet Explorer

M=)}

F

w

["] || %
: %Cunvert - @Sele:t
- fi- 8

y - |$ C\Program Files)Scribe\Projectsipalm metals, xml

ile  Edit  Wiew Favorites  Tools  Help

ﬁ'ﬁ I @ Ci\Program FilesiScribe\Projectsipalm metals, xml [ I

L\~

5 . »
fe v |k Page - (CF Taoks

<F2REG51>
- «Sites:>
<EventlD>5/22/2010 11:10:26 AM</EventiD>
<CaseNumber>40173 </CaseNumber:
<EPARegionMNumber =4 </EPARegionNumber:>
<DASNumber /=
«SiteMame =Palm Metals</SiteMame >
<Action=Remedial Action</Action=
<CERCLIS /=
<AccountCode />
<ProjectCode /=
<Lead />
<SpilllD /=
<OPUnit /=
<ProjectLeader=Jon McBurney</ProjectLeaders>
<SamplingCompany >Lockheed Martin</SamplingCompany >
«State />
- «<5Stations>
- «<Station=>
<StationName =IW-12</StationName =
- <locations>
- «<Locationz=
<lLocationName>0458-0005</LocationName >
<CompositeGrab=Grab<=/CompositeGrab=
<Depth=20</Depth=
<Depthunit=feet</Depthunit>
<l atitudex /=
<L ocationMethod /=
<LongitudeY /=

>

It

Done

:J My Cormputer

#100% v ||

ERT Support 1-800-999-6990
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Sample Weight Log

Worksheet reports are also useful for creating the Sample Weight Log. After assigning the
samples to a chain of custody, switch to the Sample Weight Log layout and follow the
instructions above to select samples, configure the report header and generate the worksheet
report. In addition, after displaying the samples with weight information, you can export the list
to Microsoft Excel and configure a custom header outside of Scribe using MS Excel.

1. Inthe Chain of Custody section, switch to the Sample Weight Log layout.

Remove Filter ] Save Layout | Layout: | Sample Weight Log v
COC | Samples
ample 0 ered
CLP Sample #]Matrix Analyses Tag Tared Weight [g)| Final ‘Weight (g)] Sample Weight (g} COC #
Y9939 Soil CLP TCLP Volatiles 1001 32 37.18 5.18]19-030917-133741-C
Y0000 Soil CLP TCLP Volatiles 1003 31.85 371 5.25]9-030917-133741-(
Y0001 Soil CLP TCLP Volatiles 1005 322 37.25 5.05)9-030917-133741-(
Y0002 Soil CLP TCLP Volatiles 1007 321 3718 5.05]9-030917-133741-(
Y0003 Soil CLP TCLP Volatiles 1009 328 39 5.05]9-030917-133741-(
Y0004 Soil CLP TCLP Volatiles 1011 32 3718 6.2 3-030917-133741-(
Y0005 Soil CLP TCLP Volatiles 1013 31.85 371 5.18)3-030917-133741-C
Y0006 Soil CLP TCLP Volatiles 1015 322 37.25 5.23 9-030917-133741-(
Y0007 Soil CLP TCLP Yolatiles 1017 321 37.18 5.05]9-030917-133741-(
#|vooos Soil CLP TCLP Volatiles 1019 328 29 £.2] 9-030917-133741-(

2. Enter the Tared, Final and Sample Weight.

3. Click on the ‘Print’ | Work Sheet | Report Setup.

1 Scribe - [Chain of Custody] o[ -E- ]
] File Lists Scribe.NET Help - || & %
S Print| [ Bxport iew | @& Edit : i Copy X Delete | B Filter 8] Sort o Select @ Find
Scribe D¢ Preview Chain of Custody Remove Filter I Save Layout | Layout: lSampIe ‘Weight Log v

| Planr Page Setu

DE IEREHR COC | Samples

BF Print amoles: 10
\‘,) 5 Emort b CLP Sample #|Matrix Analyses Tag Tared Weight [g)| Final Weight Sample Weight (g){ COC #

A Xpe) REEEE] Soil CLP TCLP Volatiles 1001 32 3718 5.18/9-03091 71337410
QL e , [_|voooo Soil CLP TCLP Volatiles 1003 3185 371 5.25/9-030917-133741C
ol goc nin Coil CLP TCLP Volatiles 1005 322 3725 5.05/9-030917-133741C
iy | Work Sheet | Preview CLP TCLP Volatiles 1007 321 3718 5.05/9-030917-133741C
) A coC . - CLP TCLP Volatiles 1003 328 39 5.05/9-030917-133741C

K1) Sampers - CLP TCLP Volatiles 1011 2 3718 £.2/9-030917-133741C

23 A Sampling HTML CLP TCLP Volatiles 1013 3185 371 5.18/9-030917-133741C
75 Wipe Samplin [Eeeertsetaz CLP TCLP Volatiles 1015 322 3725 5.25/9-030917-133741C
= B.Ft‘ P & . CLP TCLP Volatiles 1017 321 37.18 5.05|3-030917-133741C

3“ S‘°,a Y 3 [r_L]Yl]EIUB [Sail CLP TCLF Volatiles 1019 328 39 [[9-030917-133741 €
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4. Configure the Report Header
fields to reflect the information
that will be displayed at the top |

of the report.

5. Click ‘OK’ and the Sample

Weight Log report is

generated.

US EPA Environmental Response Team
User Manual for Scribe CLP Sampling

Report Setup @

Report Header

Sample Weight Log
- Additional Info -

| Task Description

|Shipped to: %YZ CLF Lal |Completed By:
[112 Main Ghreet |
|fmptawn, ) 00000 | Date:

|Case Number: 10001
|DAS Number. 123456
|Date Shipped:

v FReport Analyzis on Sampling Wark Sheets

Font zize |8 - Page Orientation |Portrait -
Font narme |Arial - Colurinz Per Page |6 -
Alignment |center - Repeat Worksheet |ves -

Cancel

Restore Defaults

Shipped & XYZ CLP Lab

112 Msin Srast

Sample Weight Log
Chain of Custody - Additicnal Info -
Completed By, Cace Mumber: 10001
CAS Mumber: 123456

Anyioan, M ORI Date: Ciate Shipped:
CLP Samgple # ADABD ADABZ ADABY ADABG ADACY
Wstric Saill Saill Saill Saill Sail
Anzhses CLP TCL Volatiles CLP TCL Velatiles CLPTCL Velatiles CLP TCL Volatiles CLP TCL Vdatiles
Pressrvative
Tag 10408 108 1008 10408 1008
Tared Weight (g} iz 3185 2.2 3Z.1 328
Final Weight {g) iTi18 EY iT2Zs iT18 15
Sample Weight (g} B8 5325 5.05 5.05 g8.2
COC # 107111318343 1-071113-183043- 1071113162043 1071113153043 1071113162043
iy iy 0004 iy o004
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