ERT

QuICK START GUIDE
Part 1

SCRIBE Vv3.10




L=

US EPA Environmental Response Team
Part 1 — Scribe Quick Start Guide

Contents
PART 1 - QUICK START GUIDE 3
Starting a New Project 3
New Project Wizard SCreen ..........ccccvveveeeeeeiiivnennennn, 3
Add SAMPIES ... 5
Add an AnalySiS(ES) ....uvvvrerieeeiiiiiiiiiee e 7
Copy an ANAIYSIS(ES) ....vvveerrreeeiiiiie e 9
Delete an ANalySis .........cccvvvieieeeiiiiiieeee e, 9
Print Labels ... 10
Chain of CuStody........ccccvvviiiiiieiiiee e 13
Print Chain of CUStOdY .........cccoviiieiiiiieiiiieee i 17

ERT Support: 800-999-6990 Page 2



US EPA Environmental Response Team
Part 1 -- Quick Start Guide

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:

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

e 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. New Project Wezard

New Project Wizard

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

..........................................

To open an existing project, click here --> Open Project

..........................................

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

Subscribe

Nest >> Help Cancel

ERT Support: 800-999-6990 Page 3



US EPA Environmental Response Team
Part 1 — Scribe Quick Start Guide

Mew Project Wizard @I

Project Information

Site Name: |Parl1 Quick Start Guide

Site #: |1|
Region # |2 v
I CLP Project? IND j"
Scribe Template .mdb used to create project.  browse.. |
|C:\Program Files (x86)\Scribe\ T emplatehscribe3.mdb |

<< Back || Next >> | Help Cancel

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.

MNew Project \Wizard
Project Fife Path
5. The Project File Path screen
displays a default location
and filename for the project. Choose the directory and filename to Save this project.
Optional: To change the Save Froject As: TR
location, click on the ‘browse’ "C:\F’roglam Files (=86)\S cribe\Projects\Part 1 Quick Start Guide.MDB |
button.
6. Click Einish to complete the
creation of the new project.
<< Back l ! I Cancel Finish

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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¢ Planning — manage lists to pre-populate certain fields in sampling tasks

US EPA Environmental Response Team
Part 1 -- Quick Start Guide

The left navigation bar is laid out in the order of work flow.

¢ Sampling — manage sampling tasks and analyses

¢ Sample Management — manage sample data including labels and chains

e Custom Data Views — query your sample data

|13 scribe - [Site Infa)

E File Lists Scribe.NET Help

e

Part 1 Quick Start Guide
(1 Planning

\5;) Events
&) Property Info
&) Sampling Locations
<5} Analyses

%) Sampler

&) Instrument List
&) Lab List

&) Action Levels
‘3;) Sampling

£ Air Sampling

ZE] Wipe Sampling
%% Biota

<9 Soil/Sediment
Soil Gas Sampling

=T Water Sampling
£ Sample Management
Q Samples
ﬁ Chain of Custody
3 Lab Results
i £ Monitoring Data
LY Custom Data Views

-
9
o
5
=
)
<
@
[z
§.
5
=
o
o
pus)
T
(7]
£

Data for GIS-Lab

Data For GIS-Monitoring
EDD for GIS-Monitoring Datz
EDD for GIS-Sampling Data
LabResults Analyte/Units QC
LabResults Crosstab
LabResults Crosstab with Qu
LabResults with Sampling E+
LabResults Without Samples
Samples Without LabResults
/ Water Quality Sampling Data

SASSIENANNAN

Site Name: Part 1 Quick Start Guide
Site Info

SNV (Pt 1 Ouick Start Guide) Contractor Contact |

Site # '1 Contractor Phone I

Site Location [ W, Number l

Site State [ - I EP&, Contract Number ]

Site Action l ~| Contract Name |
Response Authority [ L] Contractor
Address

NPL Status | ~| e

Site Description [ L] e I

Site Phone l State l—z

EPA Organization [ Zip

EPA Region |2 -
EPA Contact
EPA Phone

Account Code [
CERCLIS [

Remarks

Scribe_NET Info
Project ID:  N/A
Subscription: N/4
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Add Samples

US EPA Environmental Response Team
Part 1 — Scribe Quick Start Guide

Sampling information can be input manually or by importing from a spreadsheet (see

Management and Advanced Features Guide)

K File Lists Scribe.NET Help
& Print Export EE

To manually add samples
to the project, select one of

View | (& Edit |D Addl Copy X Delete | B Fitter 2] Sort / Select @ Find

i) Part 1 Quick Start Guide -
£ Planning

i) Events

\.E,) Property Info

E,) Sampling Locations

Soil/Sediment

the ‘Sampling’ tasks in the
‘Navigation Pane’ (i.e.,
Soil/Sediment).

Summary | Samples

Lyl

Lveniaie

i) Analyses
\j') Sampler
5 Instrument List
&) Lab List
(&) Action Levels
£ Sampling
-7 Air Sampling
i E] Wipe Sampling
J Biota
% 5ol Gas Sampling
N Water Sampling
-~ Sample Management
£ Samples
ﬂ Chain of Custody
T Lab Results
22 Monitoring Data
£11 Custom Data Views
¥ Action Levels with L
- Data for GIS-Lab
¥ Data For GIS-Monitor
&/ EDD for GIS-Monitori
-/ EDD for GIS-Samplin
¥ LabResults Analyte/L
H / LabResults Crosstab
H ;,i LabResults Crosstab _

< | i »

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

m

Close

I Add a Sample I

File Name: C:%\Program Files (x86)45S cribe\Projects\Part 1 Quick Start Guide. MDB

2. The Sample Details tab will display.

@File Lists  Scribe.NET Help

D) Add Copy X Delete

€& Part 1 Quick Start Guide -
££ Planning

i) Events

&3 Propety Info

Q‘) Sampling Locations

{1} Analyses

i) Sampler

{53 Instrument List

(&) Lab List

(&) Action Levels
) Sampling

D Air Sampling

E] Wipe Sampling

ol Biota

5 Soil/Sediment

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

By default, Scribe will auto-populate the
EventlD 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.

Sail Gas Sampling
= Water Sampling

£ Sample Management
£) Samples
% Chain of Custody
T Lab Results
£D Monitoring Data

E£) Custom Data Views
¥ Action Levels with L
#/ Datafor GIS-Lab
&/ Data For GIS-Moritor

3. Enter the Location and all other sample
details.

¥ EDD for GIS-Samplin
/ LabResults Analyte/L
¥ LabResults Crosstab
y: LabResults Crosstab  _

< m »

3/ EDD for GIS-Monitori| |

Soil/Sediment: Sample # 1-0001
Sample Details | Analysis

EventlD [T LI Sample Date l_l_/ v
Sample # [1.0001 Sample Time (hh:mm)
| Location | - Sampler | ~|
Sub Location | ~| Activity | ~|
Mati Sampling Depth
LS :lv Depth From
Collection ¥ Depth To
Sample Type v Depth Units A
Conceniiaion :Iv Munsel Color Code
Description - Hue
Color v Walue/Chroma
Remarks 3
Close Help | save | Cancel |  <Previous | Next>

File Name: C:\Program Files (x86)\S cribe\Projects\Part 1 Quick Start Guide.MDE
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US EPA Environmental Response Team
Part 1 -- Quick Start Guide

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.

&) File Lists Scribe.NET Help = |5
i Pet Quick StatGuide 2 | ¢ G ciment: Sampleo 3 1-0001 SaveLayout | Layout [DefautLayout v
££1 Planning .
\;) Events Sample Details
&) Property Info
\i) Sampling Locations Analyses/TAT CLP Sample # TAG TAT TAT Units  Container  No Storage Preservation LabQC  Preliminary Description
\i,) Analyses A ‘ “I ‘ ‘ No ‘
Q} Sampler 4 ‘
\“J Instrument List
\E‘J Lab List
&) Action Levels
£ Sampling
£ Air Sampling
E] ‘Wipe Sampling
! Biota
i) Soil/Sediment
Soil Gas Sampling
M Water Sampling
£ Sample Management
Q_ Samples
ﬂ Chain of Custody
5 Lab Results
2 Monitaring Data
£§ Custom Data Views
/ Action Levels with Lz
&/ Datafor GIS-Lab
/ Data For GIS-Monitor
& EDD for GIS-Manitori < wo_ »
':)// E:&Zﬁiﬁi:ﬁg Ijnl Add Analysis ] Copy Analyses ] Assign From. .. l Delete Analysis] CLP{Tag Settings |
/ LabResults Crosstab
i#" LabResults Crosstab _
< b2 P Close Help ] ] ] < Previous [ Next > |
File Name: C:\Program Files (x86)\S cribe‘Projects\Part 1 Quick Start Guide.MDB 342072017 1218 PM
@) File Lists Scribe.NET Help _|[#][x
ﬁg;";]i:"‘;‘;““ Gude  » | oil/Sediment: Sample # 1-0001 SaveLoyout | Loyout [Detautt Loy~
(3) Events Sample Detals | Analysis
. . Propetty Info
1. Click in the Samping Locations LP Sample # TAG TAT TATUrits  Container  No Storage  Preservation LabOC Preliminayy Description
. Analyses ) = B e P 1 ‘ No
Analyses/TAT field. A pr e :
. Lab List Amines, Aromatic =
drop down arrow will D AcionLoves
£ Sampling
appear. Rl .
2 | sbestos and other Fibers
W Bota (Asbestos PCM
;) Soil/Sediment s |

Soil Gas Sampling

2. Click on the drop down 5 et Sanpig

6 Sample Management

arrow to display the list %c,c
of analyses. S

¥ Action Levels with Le|
 Datafor GIS-Lab
¥ Data For GIS-Monitor

3.  Select the analysis(es). 7 Eop atisonie | ||« [ »

§# EDD for GIS-Samplin

4 i i Next CLP #: BEX02
' LabResuls Analpte/l. Add Analysis | Copy Analyses | Assign From... | Delete Analysis | CLP{Tag Settings | Next
 LabResults Crosstab
#/ LabResults Crosstab _
. T N Close Hep | save | | _<Previous | mext> |
File Name: C:\Program Files (+B8/\S cribe\Projects\Part 1 Quick Start Guide. MDB 372072017 12:35PM

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

US EPA Environmental Response Team
Part 1 — Scribe Quick Start Guide

@) File Lists Scribe.NET Help
0 Add Copy X Delete
Pait 1 Quick StartGuide | ¢ s ediment: Sample # 1-0001
£ Planning
1) Events

Sample Details | Analysis

(&) Propetty Info

Analyses/TAT CLP Sample # TAG

&) Sampling Locations
Arseric (TAT 21 Days) ‘A

&) Analyses

| TAT TAT Unts _ Cortainer  No_Storage
(&) Sampler

21[Days [Jar |1 [wetlee
|

Freservation Lab OC Prelminary Descrption

|None

s ‘Yes

{3) Instrument List

(&) Lab List

(5} Action Levels

) Samplng

£ Ait Sampling

DY Wipe Sampling

! Biota L
;) Soil/Sediment |~

ﬁ Soi Gas Samping

A Water Sampling

14 Sample Management

£) Samples

) Chain of Custody

) Lab Resuls

£ Monitoring Data
Ef) Custom Data Views

¥ Action Levels with Le
 Datafor GIS-Lab
i DataFor GIS-Monitor
¥ EDD for GISMonitori|_| || « i
;ﬁ EDDIrISSandin | s | copy s | s ... | EEBEERGAE]
i LabResuls Crosstab
# LabResults Crosstab _
< 2 vln = =25

File Name: C:\Program Files (x86)\S cribe\Projects\Part 1 Quick Start Guide.MDB

CLP{Tag Settings

Close Hp | save | | _<previous | mext> |

3/20/2017 4:25 PM

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.

ERT Support: 800-999-6990

Q)F\Ie Lists  Scribe.NET  Help

GRS

12 Part 1 Guick Start Guide
£) Plarring
&) Events

Soil/Sediment: Sample # 1-0001

Sample Detals | Analysis

Save Layout | Layout: | Default Layout v

&) Fropety Info

(&) Sampling Localions
(&) Analyses

(&) Sampler

TAT TAT Units ~ Container
21|Days Jar

Analyses/TAT

CLP Sample # TAG
Hisenic A

No Storage
1

Preservation LabQC Prelminary Desciption

No

&) Instument List » I 13 T

(&) Lab List 1

&) Action Levels C
1) Sampling

T

No

[No

£ Air Samping
T) Wipe Sampling
! Biota L
) Soil/Sediment |~
ﬁ Soil Gas Sampling
3 Water Sampling
1) Sample Management
Q_ Samples
T Chain of Custody
1) Lab Resuls
£ Monitoring Data
) Custom Data Views
3 Action Levels with L
/ Datafor GISLab
3 Data For GIS Moritor
- EDD for GISMontoi| < I
3 EDD for GIS Samplin
7 LabResults Analte/l

Add Analysis | Copy Analyses | Assign From... | Delete Analysis | CLP[Tag Settings

/ LabResuks Crosstab
/ LabResults Crosstab _
(AN

Close tep | sae | | <previous | hext> |

‘ T )

File Name: C:\Program Files (+86)\Scribe\Projects\Part 1 Quick Start Guide.MDB

312072017 2.25PM
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Copy an Analysis(es)

US EPA Environmental Response Team
Part 1 -- Quick Start Guide

1. Highlight an analysis.
2. Click ‘Copy Analyses’.

3. Click Close to close the screen.

Delete an Analysis

Q) File Lists ScrbeMET Help

BE

-/ EDD fo G Sampin

/ LabResuls Analytell pfeg et |
 LabResuls Crossab
F LabResuls Cossab

i Hoio s g i Close Hp | S | || <previous | Net> |

File Name: C:\Program Files [xBS]\S’cuhe\Pm\ecls\Pavl 1 Quick Start Guide MDB

5 Prin Wttt D Add B3 Copy X Delete | [l Fiter 2} Sot o/ Select @ Fin
Pt QuckSatBuide  » | g iySeiment: Sample 810001
Sample Detals ‘Analy:i:
Analyses/TAT CLP Sample # TAG TAT TAT Unts  Contaner  No Storage  Preservation LabOC Preliminary Description
Ausenic (TAT 21 Days) ‘ A 27‘Days ‘Jaw ‘1 ‘ ‘ ‘ ‘Nu ‘
! |
{j) Instrument List Anines, Aliphatic (TAT 21 [
(&) LabList Days)
{3 Acon Levels uAlsem:[TAT 21 Daps) 40 ozAmber 1 Wetice
{4 Samplng -
£ A Samping Arsenic TAT 21 Days) 40 0z Amber |1 ‘ Wetice
E] Wipe Samplng
o Biola L
&) Soil/Sedinent |~
Sol Gas Samplng
3 Water Sampling
4 Sample Management
Q Samples
T Chainof Custody
T LabResis
£ Montoring Data
4] Custom Data Views
/ heton Levels wih Le
# DetaforGlSLab
VDataFmE\S-Munitm
-/ EOD for GISMorioi | ||« [

[yt 3%BPH

1.  Highlight an Analysis.
2. Click ‘Delete Analyses’.

3. Click Close to close the screen.

ERT Support: 800-999-6990

@ File Lists ScribeNET Help

Print

J) Soil/Sedinent |~
ﬁ Sol Gas Sampling
3 Water Sampling
1§ Sample Management
,Q. Samples
) Chainof Custody
B Lab Results
£ Monioring Data
4] Custom Data Views
- Acton Levels ih Le
J/ Dalafr 5L
/ Data For GIS Moritor
/ EOD fo GISMorioi_| || ¢ [
? DD for G Sanpln
%/ LsbResuls Anahel

Add Analysis I Assign From. . CLP{Taq Settings [

b
V LabResuls Crosstab
/ LabResuls Crosstab
Liin 4 ue

| )

o

Qoo | Hb || Swe | Cocd

| <Erevmus| Next > ‘

& E W bdt [ Add By Copy X Delete| [l Fiter %) ot /Select B Fi
P Quck G » | g einent: Sample 8 1-0001
£4] Plarring v
) Events Sample Detals | Analysis
G) Propetty Info
~f) Samping Locations Analyses/TAT CLP Sample # TAG TAT TAT Units  Container  No Storage  Preservation LabOC  Prelminary Description
nalyses Arseric (TAT 21 Days) ‘ A 2|Days Jar 1 ‘ No
ampler | |
Instument List Aines, &liphatic (TAT 21 B 21Days
abList 1)
J clion Levels uAlsenc[TAT 21Daps) £ 21 Days 40 0z Amber Wetice No
Samplng
W i sgamphng Auseric (TAT 21 Dags) ‘ ‘wa ce
@ \Wipe Samplng L
'\1 Biota L

File Name: C:\Program Files (4885 crbe\Projects\Pat 1 Quick Stat Guide DB

T e
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Print Labels

US EPA Environmental Response Team
Part 1 — Scribe Quick Start Guide

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.
K File Lists ScribeNET Help NEE
& Print Export View | & Edit [ Add Copy X Delete | B Fiter 8] Sort  Select @4 Find
IEI] Part 1 Quick Start Guide B - 3 2
= | Soil/S: Remave Filter Save Layout | Layout |CLP Layout -
£5) Plarring = oil/Sediment iy i
i) Events 5“"‘“"5’!

&) Propetty Info
&) Sampling Locations
1-0001

Sampling
| Sampling

Samples: 2 - EventlD: Sampling [Filtered]

[samplet ___[EventD ]

1

3} Instiument List

&) Lab List

i) Action Levels

££) Sampling

£23 &ir Sampling
ﬁ Wipe Sampling
! Biota L
J) Soil/Sediment |~

Soil Gas Sampling

A Water Sampling

£f) Sample Management

,Q. Samples

1’{; Chain of Custody
T LabResuls

22 Monitoring Data

£f) Custom Data Views

7 bction Levels with Lz|
Data for GIS-Lab

/ Data For GIS-Monitor

& EDD for GIS-Moritari

\3) Sampler

<«[i 1 | »

## EDD for GIS-Samplin
/ LabResults Analyte/L.
/ LabResults Crosstab 4
7 LabResults Crosstab _
e L2 Close

I Add a Sample

Print Labels

File Name: C:\Program Files (x86)\S cribe’\Projects\Part 1 Quick Start Guide.MDB

3/20/2017

£41PM

1. Click on Print Labels
button.

2. Select ‘Label Setup’.

ERT Support: 800-999-6990

<3) Property Info

Analyses
Sampler
Instrument List
Lab List
&) Action Levels
£§) Sampling
£ Air Sampling
'E] ‘Wipe Sampling
! Biota

1) Soil/Sediment

Sail Gas Sampling

A Water Sampling
£i) Sample Management
). Samples

3 Lab Results

£ Monitoring Data
€11 Custom Data Views
y/ Action Levels with
 Datator GIS-Lab

< m

Sampling Locations

= Chain of Custody

y/ Data For GIS-Monitor|
i EDD for GISMoritori|__
/' EDD for GIS-Samplin
 LabResuls Analyte/L
i/ LabResuls Crosstab
y/ LabResults Crosstab _

Le

»

Location

K File Lists Scribe.NET Help &%
& Print Bport E View | (B Edit [ Add Copy X Delete | B Filter £} Sort o Select @4 Find
ln(;;n;l ﬂui:kSlavt Gude  + | ¢ 6ediment Remave Filter Save Layout | Layout: |CLP Layout v
[ Planning |
i) Events Summary | Samples

Sample # EventD Sub Location Sample Date|Matrix | Collection | Sample Type| Depth From| Depth To|[
1-5552 Tsanping 2 | | | | | |
K1 |
Close I Add a Sample Print Labels
32072017 451 PM

File Name: E:\Pmaram Files (x86)\S cribe\Projects\Part 1 Quick Start Guide.MDB
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3. Select a pre-defined label (Avery) in the list or
create a new one (Customize).

4, Click ‘Next’.

US EPA Environmental Response Team
Part 1 -- Quick Start Guide

ez

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

H
°
i1 [ Nurber across o
% 2 | N
g 2
H
o 4 v
: i
o

Measure 1~ Sheet i
® Inch " Cm @ Onepage (" Continuous
Show labels

Customize ...

* Predefined " Custom

Cancel I Finish |

<< Back Il Next >> I Restore D I

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

Label \Wizard

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. = |

6. Click ‘Next’ to continue.

<< Back ]l Next >> |

- Sample # [Sample #]

il
1 Date: [Sample Date] _{_l
\

f | ocation: [Location]

Analyses: [Analyses]

Preservation: [Preservation]

ENENEARS

Restore Defaults

Cancel | Finish I

ERT Support: 800-999-6990
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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.

ERT Support: 800-999-6990

US EPA Environmental Response Team
Part 1 — Scribe Quick Start Guide

Label Wizard 5|

Dane! Please click the Finish button to Preview your labels.

Start printing at Label Number: '1_ |

<< Back l ‘ T IWI

Sample # 1-0001 Sample # 1-0001
Date: Date:

Location: 1 Location: 1
falses: Andyses: Arsenic
Presetvation: Presenation: MNone

Sample # 1-0002

Date:

Location: 2

fnalyses: Amines, Aromatic
Preservation:

Page 12




Chain of Custody

US EPA Environmental Response Team
Part 1 -- Quick Start Guide

To prepare and print a Chain of Custody:

K File Lists Scribe.NET
& Print Export

—
K Scribe - [Chain of Custody]

Help

ew | @& Edit [ Add

Copy X Delete

B Filter £} Sort

 Select @4 Find

[E=H[EEE
& X

i) Part 1 Quick Start Guide
£ Planning
(&) Events
3 Propetty Info
{3) Sampling Locatiol
{3) Analyses
{&) Sampler
&) Instrument List
3’; Lab List
&) Action Levels
£ Sampling
H ‘ H £2 Air Samplin
2. Click on the ‘Add a Chain of B viow s
] 7 Biota
Custody’ button on the 1) SolsSediment
- Soil Gas Sampling
bottom of the window. 3 WaterSamping
£ Sample Management
) Samples
%) Lab Results
£ Monitoring Data
) Custom Data Views
¥ tction Levels with Lz
## DataforGIS-Lab
## DataFor GIS-Maritor
4 EDD for GIS-Moritori
& EDD for GIS-Samplin
¥ LabResults Analpte/L
# LabResults Crosstab
y: LabResults Crosstab

< m )

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

Chain of Custody

Samples

Chain of Custody COC

D. ateigEed I elnsuclns

Close

[T a chain of Custady |

Print Chain of Custody

File Name: C:\Program Files (x8E]\S cribe’\Projects\Part 1 Quick Start Guide. MDB

3/21/2017

3:51 AM

T soe - (Chaim of Custody]

B File Lists Scribe.NET Help

0 Add

Copy X Delete

[ E=H | ECH =

7]

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.

Part 1 Quick Start Guide =
(1) Plarring

3 Events

<& Propety Info

(i) Sampling Locations
{&) Analyses
{3) Sampler
<) Instrument List
{3) Lab List
{5) Action Levels
k) Samping
£ Ait Sampling
%) Wipe Sampling

1 Biota

33 Soil/Sediment

Soil Gas Sampling

A Water Sampling
1) S ample Management

) Samples

) Chain of Custody

T Lab Resuls
£D Monitoring Data
1) Custom Data Views
& Action Levels with LabRe
& Datafor GIS-Lab
# DataFor GIS-Monitoting
& EDD for GIS-Moritoring [
#/ EDD for GIS-Sampling D
& LabResults Analyte/Units
 LabResults Crosstab
 LabResults Crosstab with

T T

il 3

ERT Support: 800-999-6990

COC #: 2-032117-095817-0001

—
coc# [0az1170%817-0001 | |coc Fomat [Scrbe i |
Cooler # Contact Name
Project Code Contact Phone
Case I™ Case Complete
DAS #
Lab | ~
Lab Contact [44 Scientific, Inc ~| LabPhone [
AGAT Laboratories Ltd. 3
Lab Address | AL S Laboratory Group - Canada | = Lab_Fax
Lab_ Address2 [ALS Laboratory Group - Salt Lak:
= Anatical Resources, Inc:
Lab_City |£XYS Anaytical Services Ltd DateShipped [_/.
Bonner Analytcal T esting Compz
Lab_State | Cape Fear Analyical, LLC __ ~ | CarfeiName =
Lab Zip AibilNo
Lab_Remak

[coc pets: |

Special Instuctions

Close

Help

Assign Samples to COC

| save | cancel |

< Previous

Next> |

File Name: C:\Program Files (x86)\S cribe\Projects\Part 1 Quick Start Guide.MDE

3/21/2017

10:01 AM

Page 13




US EPA Environmental Response Team
Part 1 — Scribe Quick Start Guide

5. Fill out the remainder of the o =
COC Details, as needed. B File Lists ScribeNET Help _[[&]x
Note: the completion of ‘ D) Add B3 Copy X Delete ‘
other COC details will print |t 2exentite + | coc . 2032117.095817-0001

P_Ianning .

in the header of the Chain of | @ Events SOk Do

Custody. L o TR _ccrons s
) Analyses Cooler # 1 Contact Name

&) Sampler Project Code Contact Phone

6. Select a Lab from the :)’ ectlla Cose [T [ psn Complte
dropdown box or hand enter 3 Acton Levels ase[
i ; P JEiX Sampli
the Lab |nf0rmat|0n (If the f:;nrirr;gampling Lab IABC Laboratary L]

Lab was not part of the Lab @yipe%mpﬁﬂg Lab Contact [Mr. JohnJ. Chemit Lab Phone [585.565-1212
. . ' Biota 3 -
p|CkI|St) Soil/Sediment £ Lab Address |1 Anyway Drive Lab_Fax |555-555-1313
Soil Gas Sampling | ab_Address2

. =7 Water Sampling Lab,_City |Anpwhere DateShipped |03/21/2017
7. Se|eC'[ a Da'[EShlpped [ Sample Managemert Lab_State |NJ v CarrietName |FedEx

,Q. Samples

T Chain of Custody Lab_Zip {00000 AirbilNo |1234567

8. Select a Carrier Name from | E vt  Lob_Remaik

1 — Please retum cooler using enclosed prepaid FEDEX Airbill. -
the dropdown box or hand [l CustomDats Views I
enter apn ew C al’ri er Name ? é‘;l"”; LerIeSISLw!l)lh LabRe Special Instiuctions |pie 2e pravide Seiibe compatible LabEDD
. ¥ ata for GIS-Lal <
/ Data For GIS-Monitoring g

/ EDD for GIS-Manitoring I—ln_ssign Samples th.C0E

irbi & EDD for GIS-Sampling D¢
9. Add an Airbill number. ik

/ LabResults Crosstab
/ LabResults Crosstab with
0 am u we v Close Help

< 1 » I

L]«

10. Add Special Instructions,

Save | Cancel I < Previous Next > |

asn eeded . File Name: C:\Program Files (x86)\Scribe\Projects\Part 1 Quick Start Guide. MDB 342142017 10:25 AM

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

11. Click ‘Assign Samples to COC’.

& Print [ Bport FE View | B Edit B Fiter 4] Sot 'S

SelectAll
f[F]vanmumksranamde | chain of Custod w} | Layout: [Defauit Layout =

Scribe - [Chain of Custody] [ =
K File Lists Scribe.NET Help =&

] P Tnvert Selection
&) Events coc [Samples|

Clear All
. . . \5) Propeity Info OC #: 2-0 il
The list of Samples will display. 2D S Lacaions | | |t Lot g o T o T e e s ool
{3) Analyses »[ Sampling 10002 |2 Amines, Atomatic |Soll | 3/2172017 1[16 0z glass

(3} Sampler = Sampling 10001 [1 Arsenic Soll_|3/2172017 1|Jar None i
&) Instrument List ampling | Isenic ol 0z Amber letice
\) S. l 1-0001 1 Ar Soil 372172017 1/40 0z Ambe W

- <3) Lab List
12. Click on the ‘Select’ button on the 3 himio

) Sampling

toolbar and click ‘SelectAll’ or B e e

! Biota

highlight individual samples if all | s

Soil Gas Sampling
A Water Sampling

will not be assigned to the same  Ju seticrmn

£) Samples
COC (see step 15). The g e
£ Monitoring Data

samples/analyses will be K0 GpenOatione

& Action Levels with LabRe
H H H & DataforGIS-Lab

hlghllghted |n blue & Data For GIS-Monitoring
¥ EDD for GISMoritoring

¥ EDD for GIS-Sampling D:

¥ LabResults Anapte/Units

& LabResuls Crosstab

& LabResuls Crosstab with _

=~ Close Assign to 2-032117-095817-0001 Prink Chain of Custody

File Name: C:\Program Files (+88]\S cribe\Projects\Part 1 Quick Start GuideMDB 372172017 11:06AM
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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.

ERT Support: 800-999-6990
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B Scribe - [Chain of Custody]
B File Lists SeribeNET Help

EEIE
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&) Sampler

{5 Instrument List

{&) Lab List

{8 Action Levels

J X&) Sampling

£ it Sampling

D Wipe Samping

%! Biota

J) Soil/Sediment

g Soil Gas Sampling

5 Water Sampling

Ji8 Sample Management

) Samples

) Chain of Custody

T Lab Resuts

£ Monitoring Data

Jad Custom Data Views

& Action Levels with LabRe
 DataforGISLab

& Data For GIS-Monitoring
¥ EDD for GISMonitaring C
& EDD for GIS-Sampiing D
& LabResuls Analpte/Units
 LabResuls Crosstab

Sampling
Samping
Samplina

& Print [ Bxport 5 View | @ Edit [ Add B3 Copy X B Fiter £} Sort Select @ Find

IPaleTI Quick Start Guide * | Chain of Custody Remove Filter Save Layout | Layout: | Default Layout v
lanning
) Events COC | Samples

Collcted

1

1-IIlU1
1-0001

coc h 2-032117- 055817 -0001 [Filtered]

32172007 1EDz glass
3721727 1 Jar Nore. A
32122017 1 400zAmber Wetice

Amlms Aromatic %d
1 Arsenic Sail
1 Arsenic Soil

Assign to COC R

-‘0\ Assign COC #2-032117-095817-0001 to the 3 Selected Sample(s)?

' LabResuls Crosstab with
g oy

5 o Close || Assignto2-032117-095817-0001 | Print Chain of Custody
File Name: C:\Program Fies (+88)\S cibe\Projects\Part 1 Quick Start GuideMDB [3/2172017 1113AM Y
K Scribe - [Chain of Custody] [ala=

B File Lists ScribeNET Help

& Print Export 55 View | @ Edit [ B X | B Fier ) Sort Select @ Find
E;vt |J| aunn:lcnl;smvtsuide “ [ chain of Custody Remove Fiter | Save Layout | Layout [Defaut Layout =
&) Events COC | Samples

{5) Propetty Info
{i) Sampling Locations
<3) Analyses
{&) Sampler
<8 Instument List
<) Lab List
{8 Action Levels
i sampling
£ Air Sampling
i) Wipe Sampling
%! Biota
&) Soil/Sediment
S Gas Sampling
5 Water Samping
JKi) Sample Management
£ Samples
= Chain of Custody
T Lab Resuts
£2 Moritoring Data
JEEY Custom Data Views
& Action Levels with LabRe
/ DataforGIS-Lab
&/ Data For GIS-Monitoring
## EDD for GISMonitaring [
' EDD for GIS-Sampiing D
& LabResuls Analyte/Units
i LabResuls Crosstab
// LabResults Crosstab with _

[

0C #: 2-032117-095817-0001 [Filleled]

Am sAmmaﬂc Sn»
genic |

Sol

372122017 1 AUuzAmtwev

Ausenic Wetice

Assignto COC R

) Assign COC # 2-032117-095817-0001 to the 2 Selected Sample(s)?

0
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J 2 Scribe - [Chain of Custady]

%) Property Info
\E‘) Sampling Locations
\i'J Analyses
i) Sampler
@ Instrument List
\\5‘) Lab List
&} Action Levels
8 Sampling
-2 Air Sampling
ZE] ‘Wipe Sampling
5! Biota
&) Soil/Sediment
Soil Gas Sampling
=7 Water Sampling
PEE Sample Management
Q Samples
ﬂ Chain of Custody
5 Lab Results
&2 Monitaring Data
JEE) Custom Data Views
/ Action Levels with LabRe
i Datafor GIS-Lab
/ Data For GIS-Monitoring
/ EDD for GIS-Monitoring [ |
-/ EDD for GIS-Sampling D¢
/ LabResults Analyte/Units
j/ LabResults Crosstab
4 LabResults Crosstab with _

2 032117 09‘81 7 ODU‘I Samplmg
2:032117-095817-0001 5 ampling

"’ Close

COC | Samples |

EUC #: 2-032117-095817-0001 [Filtered]

lcoce ____1Fwewp | Swpk [Location [Analyses Mati |Collected Numb
— Arines. Aromat (S0l _|3/21/2017
an 34217207 1 Jav Nnne

Wetice

1 0001 Arsenic

3/21/.2M7 1] 40 oz Amber

[E=3EER 7|
K File Lists Scribe.NET Help [-[=]x
& Print Export View | (& Edit ) Add opy 2 Delete | B Fier 8] Sot o Select @ Find
F'avl;l Quick Start Guide * | Chain of Custody Remave Filter ' Save Layout I Layout: ]Deiault Layout v
1 Planning

Y

Print Chain of Custody

File Name:

“\Program Files (x86]\Scribe’\Projects\Part 1 Quick Start Guide. MDB 32172007

“[11:284M ik
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Print Chain of Custody

US EPA Environmental Response Team

Part 1 -- Quick Start Guide

ms(rihe-[cmin of Custody] =0 S
TO prlnt a Chaln Of CUStOdy: g::m “ Ei;:f:Tv:;‘P & Edit B Filter 4 Sort Select @ Find o
P"“F‘I::‘r“';';s‘a"ﬁ“'de “ | chain of Custody Remove Fiter | SaveLapout | Layout [Defok Lot v
1. CIle On ‘Erlnt Chaln Of CUStOdy’ \:)g.;::.:\nro S COC #: 2-032117-095817-0001 [Filtered]
button on the bottom of the o | S e
. <3} Sampler 2:032117-095817-0001 Sampling 10001 1 Arsenic. Sol  3/21/2017 1 Jar None. A
window. 3 Instument i 2:032117-035817-0001 | Samping [0 1 Sol (32172017 | 1|40 0zAmber |wetice
. ' . mgjk‘“u
2. Click on Preview, RTF File, or i
HTML File §Z‘Z§Dsedm
2 Vaasombs
. Y senple M:\agemenl
Note: The Report Setup window | &5 ..,
will be displayed first for all m?ﬁi{.‘;‘:;"%ém
options. iy
i) P
/EDDImEIS-SamphngD« RTF File
ity
,; ﬂfsu},s Cosstab it _ | :
File Name: E:\'I!vogvam F‘i\es [xE’S]\Scvihe\on\ecw;\Part 1 Dumk;tavl Guide.MDB 3721207 11:334M
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).
Report Setup
3. Select the COC Report COC Report Header Settings
Type.
Note: The Lab C ; |USEPA | |CHAIN OF CUSTODY RECORD |No. [COC # Here]
ote: The Lab Copy o
the COC should be IDaleShipped _v_| IEiite # ICooIer # L]
selected when shipping
samples. Certain |CauielName LI |ConlactName _:_] |Lab :_I
information about the
sample/analysis is |irbilNo v | |Contact Phone R4l [L=5 Phone [~
omitted from the Lab Lab Phone a

Copy of the COC (i.e.,
Site Name).

4. Click ‘OK.

Page Orientation ILandscape

Lab_Address2
Lab_Cit

Font Name: |Aria|

Font Size: |8

Ledle L

[ ]

ERT Support: 800-999-6990

== COC Report Type ** ¥
" Lab Copy ¢ Region Copy
oK Cancel Restore Defaults
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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’.

5| Preview

14« 11 ] Q, -

age 1of 1
USEPA CHAIN OF CUSTODY RECORD No: 2-032117-095817-0001
DateShipped: 3212017 Site #: 1 Cooler#:1
CarrietName: FedEx Contact Name: Lab: ABC Laboratos
AirbillNo: 1234567 Contact Phone: Anywhere, NJ 00000
Lsb # | Sample® Location Andyses Matrix Collected Numb Cont | Container Presenvative Lab GC |

1-0001 1 Arsenic Soil 302172017 1 [Jar None X |

1-0001 1 Arsenic Soil 322017 1] 40 oz Amber Wet ice

10002 2 Amines, Arom atic Soil 2212017 1] 16 oz glass

Special Irstructions: Please retum cooler using enclosed prepaid FED EX Airbill.

Pleas e provide Scribe compatible LabEDD

SAMPLES TRANSFERRED FROM

CHAIN OF CUSTODY #

Items/R eason | Relinquished by (Signature and O D ate/Time

Received by (Signature and Organization)

Date/Time

Sample Condition Upon Receipt

Example ‘Lab Copy’ of Chain of Custody

Page1of1
USEPA

DateShipped: 3/212017
CarrierName: FedEx
AirbillNo: 1239567

SRISCT Name:
Contact Phone:

No: 2-032117-

Lab:

Amavhere, NJ 00000

095817-0001
Cooler #: 1
ABC Laboratony

L=b # |[Sample# Location Andyses EETE Collected Nu mb Cont | Container Preserative =t GC
1-0001 1 Soil 2172017 1 | Jar None 5
1-0001 1 Soil 212017 1|90 oz Amber W et ice
1-co02 E Amines, Arom atic Soil 2172017 1 [ 16 oz glass

Pleas e provide Scribe compatible LabEDD

Special Instructions: Please return cooler using enclesed prepaid FED EX Airbill.

SAMPLES TRANSFERRED FROM

CHAIN OF CUSTODY #

R eceived by (Signature and Organiz.

D ate/Time

Sample Condition Upon Receipt

Iltems/R eason

by (Si:

and O ion) D ate/Time

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.

ERT Support: 800-999-6990
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