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PART 1 – QUICK START GUIDE 

Starting a New Project 

The first time Scribe is opened, the New Project Wizard starts and offers two (2) 
options: 

 Open a Project - if you already have an active Scribe project and would like to 
open it.   

 Subscribe - if you have subscription information for a project that you wish to 
download. 

Follow the steps below to start a New Scribe project:   

New Project Wizard Screen 

To Start a New Scribe project,  

Click the ‘Next’ button. 
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1. Input the Site Name, Site # or Project Identifier and the Region. 

2. Select ‘Yes’ or ‘No’ depending on if it is a CLP Project (Note:  If Yes is selected, 
screen layouts and COC Types will default to CLP).  However, both CLP and 
non-CLP samples and analyses can still be entered.  

3. Use the default Template (scribe3.mdb) or a Region specific Template.  
Templates contain the pick-lists and layouts loaded with your new project. 

4. Click the ‘Next’ button. 

  
 

 
 

5. The Project File Path screen 

displays a default location 

and filename for the project.   

Optional: To change the 
location, click on the ‘browse’ 
button.  

6. Click Finish to complete the 
creation of the new project. 

 

 

The New Project Wizard closes and the ‘Site Info’ screen is displayed.  Completing the 
information on this screen is not required, but is recommended when time permits. 
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The left navigation bar is laid out in the order of work flow. 

 Planning – manage lists to pre-populate certain fields in sampling tasks 

 Sampling – manage sampling tasks and analyses 

 Sample Management – manage sample data including labels and chains 

 Custom Data Views – query your sample data 
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Add Samples 

Sampling information can be input manually or by importing from a spreadsheet (see 
Management and Advanced Features Guide) 

To manually add samples 
to the project, select one of 
the ‘Sampling’ tasks in the 
‘Navigation Pane’ (i.e., 
Soil/Sediment). 

 

1. Click on ‘Add’ (on the 
toolbar) or ‘Add a 
Sample’ button at the 
bottom of the window. 

 

 

 

 

 

2. The Sample Details tab will display.  

Note:  Any field highlighted in Blue 
denotes a required field.   

By default, Scribe will auto-populate the 
EventID field with ‘Sampling’ and the 
Sample # will be the Site # you entered 
when creating the project, followed by 
sample number (1-0001).  These fields 
can be changed at any time by entering a 
new value directly in the field.   

3. Enter the Location and all other sample 
details.   
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Add an Analysis(es) 

To add an analysis(es), click on the Analysis Tab.  The information entered here will 
be added to the Chain of Custody. 

 

 

 

 

 

 

 

 

 

 

 

 

1. Click in the 

Analyses/TAT field.  A 
drop down arrow will 
appear.   

2. Click on the drop down 
arrow to display the list 
of analyses.   

3. Select the analysis(es).  

 

    Note:  The ‘TAG’ field will automatically increment with an   
    Alpha character (i.e., A, B, C, etc.). 
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4. Enter TAT, TAT Units, 
Container (type), No. of 
Containers, Storage, 
Preservation, Lab QC 
(MS/MSD), Preliminary 
(Results), and additional 
description (if necessary). 

 

Note: TAT, Container and 
Preservation can also be 
entered in the Analyses table 
under the Planning section in 
Scribe.  When entered in the 
analyses table first, the 
information will automatically 
carry over to the sample 
analysis fields when the Analysis is selected. 

Note:   CLP Sample # will not be populated unless the CLP/Tag Settings have been 

set up and the analysis is part of the CLP Program.  Please refer to the Scribe CLP 

User Guide for Adding CLP Analyses.  

 

 

 

5. To add additional analyses, 
click on ‘Add Analysis’. 

6. Follow Steps 1 and 2 above.     

7. Click ‘Close’ to save and close 
the screen. 
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Copy an Analysis(es) 

 

1. Highlight an analysis. 

2. Click ‘Copy Analyses’.  

3. Click Close to close the screen. 

 

 

 

 

 

 

Delete an Analysis 

 

1. Highlight an Analysis. 

2. Click ‘Delete Analyses’. 

3. Click Close to close the screen. 
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Print Labels 

To print labels, return to the Samples tab.  By default, all samples shown on the screen 
will be printed.  For printing specific samples, use the ‘Filter’ feature to retrieve specific 
samples.   

 

 

 

 

 

 

 

 

 

 

 

 

 

1. Click on Print Labels 
button. 

2. Select ‘Label Setup’. 
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3. Select a pre-defined label (Avery) in the list or 
create a new one (Customize). 

4. Click ‘Next’.   

 

 

 

 

 

 

 

 

5. You may change the design by dragging 
and dropping fields, or accept the 
default Label Layout.   

6.  Click ‘Next’ to continue. 
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7. Enter the Label Number to start printing 
from. 

 

 

 

 

 

 

 

 

8.  Click ‘Finish’ to Preview the labels before 
printing. 

 

 

 

 

 

 

9.  Click the Printer Icon to print the labels. 

 

10. Click Close. 
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Chain of Custody 

To prepare and print a Chain of Custody: 

 

1. Select ‘Chain of Custody’ in 
left the Navigation Pane.   

 

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

 

 

 

 

 

3. The COC Details form will come up.    
Scribe will automatically assign a unique 
COC number that contains the Region # 
(2), current date (032117), current time 
(095817) and COC # (0001).  This number 
can be changed at any time.    

4. By default, the COC format will be set to 
Scribe (if you did not say yes to CLP 
project when initially starting the new 

project.   See Starting a New Project. 
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5. Fill out the remainder of the 
COC Details, as needed.  

Note:  the completion of 
other COC details will print 
in the header of the Chain of 
Custody. 

6. Select a Lab from the 
dropdown box or hand enter 
the Lab information (if the 
Lab was not part of the Lab 
picklist).  

7. Select a DateShipped. 

8. Select a Carrier Name from 
the dropdown box or hand 
enter a new Carrier Name. 

9. Add an Airbill number. 

10. Add Special Instructions, 
as needed. 

 

After preparing your Chain of Custody details, you can now assign samples to the Chain 
of Custody 

 

11. Click ‘Assign Samples to COC’. 

The list of Samples will display. 

12. Click on the ‘Select’ button on the 
toolbar and click ‘SelectAll’ or 
highlight individual samples if all 
will not be assigned to the same 
COC (see step 15).  The 
samples/analyses will be 
highlighted in blue.   
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13. Click on the ‘Assign to…’ 
button.  

 

14. A prompt will display asking 
if you want to Assign those 
selected Sample(s) to the 
COC.   

15. Click ‘Yes’.   

 

 

 

 

 

16. To select specific samples, 
highlight the samples by 

holding down the Ctrl key + 
Click on the sample(s). Or 

use the Shift + Click to 
highlight a series of samples. 

17. Click on the ‘Assign to…’ 
button.   

18. Click Yes.   
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Samples/Analyses assigned to a Chain of Custody 
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Print Chain of Custody 

To print a Chain of Custody: 

1. Click on ‘Print Chain of Custody’ 
button on the bottom of the 
window. 

2. Click on Preview, RTF File, or 
HTML File 

Note: The Report Setup window 
will be displayed first for all 
options. 

 

 

The Report Setup screen allows you to customize the Chain of Custody Report 
Header. Modify the fields as necessary.  If the field has a drop down arrow, click on 
the drop down arrow and select an item from the list (see Planning section lists).   

 

3. Select the COC Report 
Type.   

Note:  The Lab Copy of 
the COC should be 
selected when shipping 
samples.  Certain 
information about the 
sample/analysis is 
omitted from the Lab 
Copy of the COC (i.e., 
Site Name).   

4. Click ‘OK’. 
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A Preview of the Chain of Custody Record will display.  Note:  The Site Name is not 
identified on a Lab Copy; changes to the Report Setup; the Lab QC from the sample; 
and the Special Instructions entered when creating the Chain of Custody.  

 

 

 

5. Click on the Printer 
icon to print. 

 

6. Click ‘Close’. 

 

 

      

Example ‘Lab Copy’ of Chain of Custody 

Example ‘Region Copy’ of Chain of Custody 

This completes the Part 1 -- Quick Start Guide.  For more information on any feature 
discussed in this guide, refer to Part 2 -- Field Use Basics, which presents extensive 
information on the use of this database.   


