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TRAINING EXERCISES

Exercise One — Scribe Basics

Exercise Objective: Start a new Scribe project, customize pick lists and input 5 Soil/Sediment samples. Print
sample labels and create a custom Chain of Custody.

Exercise One - Section A: Creating a New Scribe Project

If you are starting Scribe for the first time, the dialog box shown below will be displayed. If you have
already created projects in Scribe, follow the directions below to create a new Scribe project:

1. From the Scribe Menu, click on File.

2. Select New Project.

3. The New Project Wizard dialog box will be displayed.
4. Click the Next button.

New Project Wizard |

New Project Wizard

Thiz “Wizard will create a new project.  Click the
Mext button to continue,

To open an existing project, click here -

To zubscrbe ta an existing project, click here - Subscribe |

<% Back Mext »» Help | Cancel | Eimish |

ERT Support: 800-999-6990 Page 4
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m US EPA Environmental Response Team

New Project Wizard gl

5. Input a Site Name, Site # and
Region here. Leave the
option for CLP Project set to Project Information
NO. (See Exercise 10 for a
CLP Specific exercise)

Site Name: IScribe Training

Site #: |0883?
6. Use the default Template Region # |4 vI

(scribe3.mdb). Templates CLP Proi

) A {7

contain the pick-lists and foject? [NO R4
layouts loaded with your new Scribe Template .mdb used to create project.  browse.. |
project. {C:\Program Files (x86)4Scribe\T emplate’scribe3.mdb

<< Back Next >> Help | LCancel | Einish

7. Click the Next button.

8. Scribe displays the file name and location |
where the project will be saved. Click
Finish. . .
Project File Path

Chooze the directory and filenarme ta Save this project.

Save Project s

C:AProgram FileshScribehPROJECT 545 cribe Training DB

browse_

<< Back ‘ Help | Catcel H Finizh ||

ERT Support: 800-999-6990 Page 5
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Exercise One - Section B: Customizing Lists

The pick lists used in Scribe can be customized for project-specific needs by adding, editing, or deleting
from the default choices. Customizing lists is not required before entering sample information, but if
time permits, making site-specific customizations can speed sample data entry.

Customize the Analyses list for this project:

. L . . [ Sciibe Training
1. Under the Planning section in the navigation pane, click i1 Planning

on Analyses. i) Events

P \:,) Property Infa
Each new Scribe project will have a default list of - .3} Sampling Locations
Analyses which will be shown in the right pane of Scribe. | | -i) Analyses |
For this example, we will delete all the analyses except  -43) Sampler
PAHs and we will add a new analyses named TAL 43D Instrument List
Metals — 6010B. - ~43) Lab List

P \:,) Action Levels

2. Delete ALL default analyses except PAHSs:

a. Click the Select button ¥ ==t |
b. Click ‘Select All’ from the menu.
c. Scroll the list until you see PAHSs.
d. Hold the CTRL (control) key down and click once on PAHs to de-select PAHs.

3. All analyses except PAHs should remain highlighted.
Click the Delete button and confirm to delete all the analyses except PAHs.

4. Click the Add button and a new line will be added. Replace (& Edt | Add copy X
#New01# with TAL Metals — 6010B.
Analyses
P . . Analysesl
5. Enter the remaining analyses details as shown below. Note: Be
sure to add the turnaround time, container and preservation.
. . . . Analyses
When populated here, the information will automatically ewli |
populate when adding the analyses to a sample. If items are not PAHs
available in the dropdown picklist, simply type in the required
text. It will now be available in the dropdown for future use.
Analyses Abbrey | Turnaround Time | Turmaround Time | Container | Preservation |Analyses Type Program Type Analytical Method
) |PéHs 14 Days 40z Amber Default NON-CLP NIOSH 5515 or 5506
TaL-Metals - 60108 21 Days 32 oz glass Generic NON-CLP

ERT Support: 800-999-6990 Page 6
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1. Under the Planning section in the navigation pane, click on Lab List.

2. Add the laboratory details shown below to add two new labs to the list. These labs will be selected

later when creating Chain of Custody forms.

3. Click the Add button and a new line will be added. Modify the #New01# line with the details for the
lab/s where samples will be sent for analysis. Double-click #NewOQ1# if you prefer to enter data in a
column view as shown below. After adding the first lab, click the Add button again to add the

second lab.

4. Click Close when done.

ERT Support: 800-999-6990

4
Lah ABC Special Lab ACME Environmental Lab
Lab Contact tdr. John J. Chemist Mrs. Jane Q. Validator
Lab Phone BEE-111-2222 AARG-333-4444
Lab Fax BE5-111-2220 555-333-4440
Lab Address 112 Main Street 86 First Avenue
Lab Address?
Lab City Anytown Angtown
Lab State 2] ]
Lab Zip Q00o0o 00000
Lab Remark
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Exercise One - Section C: Input Soil Samples

Configure the Sample IDs (sample mask):

By default, Scribe will automatically increment sample numbers as samples are added in Scribe. |If
your data management plan defines a specific sample numbering scheme, you can use the sample
mask feature in Scribe to accommodate that scheme.

A sample mask in Scribe can contain text and numbers (represented as # signs). The numeric portion
of the sample mask will auto-increment as samples are added to Scribe. By default, Scribe prefixes the
sample number with the Site number used to start the Scribe project followed by # signs representing
the auto incrementing portion of the sample number. There are several options for configuring the
sample mask:

- Numeric only — The sample mask column will contain only # signs. The number of # signs
represent the length of the number. For example #### (4 pound signs) will build a number like
this — 0001, 0002, 0003, etc. We recommend starting with leading zeros at least one digit longer
than your anticipated total number of samples. Leading zeros will insure the sample numbers
sort correctly.

- Prefix and Numeric — A leading prefix can be added before the sample numbers. In the graphic
below, the sample numbers all have a prefix.

- Numeric and Suffix — A suffix can be added after the sample numbers. For example ####-AS
would produce sample numbers like this 0001-AS, 0002-AS, etc.

- Prefix, Numeric and Suffix — All three can be combined to create a custom sample number.
For instance a sample mask of AS-###-MON would produce sample numbers like this: AS-001-
MON, AS-002-MON, AS-003-MON, etc.

Looking at the graphic below, when adding an Air Sample, the sample numbers will be assigned like
this — AS-0001, AS-0002, AS-0003. Wipe Samples will be numbered 08837-0001, 08837-0002, 08837-
0003, etc.

IEI'] Scribe Training
K Planning
\Er) Events
'\E,) Property Info
<22 Sampling Locations
i) Analyses

Replace 08837 with SS in the Soil/Sediment Sample # Mask. L e T
Replace 08837 with AS in the Air Sampling Sample # Mask.

Click on the ‘Sampling’ heading on the left side navigation pane.

“ZJ) Lab List
“E) Action Levels
Sampling

ir Sampling

Click Close when finished.

ERT Support: 800-999-6990

Sampling T azk Yigible | Sart [5ample # hagk D WipeSampling
&ir Sampling % 1 T % SelsSedment
‘Wipe Sampling Y 4 00037 FaAR 2 e St
Biota ks 4] 02037 HHHH

Soil/Sediment T E S5-HHHE

Soil Gaz Sampling Ny ¥ 03a37-HERE

Whater Sampling Y 9 03837 -gHAR
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1. Click on Soil/Sediment under the Sampling section in the navigation

pane.

2. Click the Add a Sample button on the bottom of the screen.

3.

Input the Soil/Sediment Sample details and analysis(es) shown below.

[{1 Sampling

&2 Air Sampling

Y Wipe Sampling
J Binta

4 Soll Gas Sampling
“7 ‘Water Sampling

I Add a Sample I

Below is an example of the Soil/Sediment details screen and the information for the Analysis tab. If the
item you need does not appear in a drop down list, you can type directly into the field and the item will

be added to the list.

Soil/Sediment: Sample # SS-0001

Sample Details = Analysis

EventlD [Sqjl Sampling - Metals v
Sample # |55.0001

Location |R1 -
Sub Location -

e
Collection |Grab v

Sample Type 'WI

Concentration [—LI

Description -
Color v

Sample Date {10/19/2018 v'

Sample Time |08:00 (hh:mm)
Sampler |START v
Activity v

Sampling Depth
Depth From |1
Depth Ta |3

Depth Units v

Munsel Color Code
Hue

Walue/Chroma l—

Remarks

4. After entering sample details, click on the Analysis tab for the Soil/Sediment Sample.

5.

Input the Analysis information as shown below. Drop down lists will appear when you click in a

column. If the item you need does not appear in the drop down list, you can type directly into the
field and the item will be added to the list. Note: If the turnaround time, container and
preservation was added earlier under the Analyses section, this information will
automatically populate (see Exercise One — Section B: Customizing Lists).

6. Click Save and click the Close button when you finish entering sample details and analysis(es).

Sample Details Ignalysis I

Analyses/TAT

CLP Sample #

TAG TAT| TAT Units

Container  [No

TAL Metals - B010B (TAT 21 Days])

21|Days

-t

32 oz glass

ERT Support: 800-999-6990
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Exercise One - Section D: Using the Scribe Copy Feature

Scribe has a Copy feature to facilitate inputting repetitive information including sample details, sampling
events, and monitoring data.

Configure the default Copy Options to not copy the LOCATION field

Filter Far R1
1. Close the sample details screen if it is still open. Remave Fier
2. On the Sample Summary screen, RT-click on the column Al :z:gzz::g:gg
heading for Location.
Edit
3. Select Column Properties at the bottom of the menu. add
Copy
4. UNcheck Copy Column. | & 0 Delete
Show Lab Results for 55-0001
5. Click OK.
Print 4
6. Click the Save button and save your changes to the Default Export '
Layout. e ’
I Column Propetties

Create four (4) more Soil Samples using the Copy button:

1. Highlight the sample to be duplicated.
2. Click the Copy button four times.
3. Update the blank Location fields with the locations listed:

Sample # EwentlD Lozation
55-000 Soil 5ampling - Metals A1
S5-0002 Soil Sampling - Metals R
55-0003 Soill Sampling - Metals R3
55-0004 Soill Sampling - Metals R4
55-0005 Soill Sampling - Metals R&

ERT Support: 800-999-6990 Page 10



A

P

Exercise One - Section E: Print Labels
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Print Labels:

1.

Click Print Labels at the
bottom of the Soil Samples
screen.

Select Label Setup.

Soil/Sediment

Summary | Samples

Remove Fiter | Save Layout | Layout: | Defaul Layout v

[=]E]=]

Sample # EventlD Location |Sample Date|Sample Time[Matrix | Collection | Sample Type{ Depth From| Depth To| Depth Units
550001 Soil Sampling - Metals R «|10/19/2018 |08:00 Sol (irab Field Sample 1 3|inches
550002 Soil Sampling - Metals R2 1011972018 |08:00 Sol  |Grab Field Sample 1 3|inches
550003 Soil Sampling - Metals R3 101972018 |08:00 Sol  |Grab Field Sample 1 3|inches
550004 Soi Sampling - Metals R4 10/19/2018 |08:00 Sol  |Grab Field 5 ample 1 3inches
550005 Soil Sampling - Metals RS 1019/2018 |08:00 Sol  |Grab Field Sample 1 3|inches
Preview
;j—J Label Setup JJ
Close | Add a Sample I
Label Wizard p——

3. Select a predefined label. Click Next on the label

definition screen.

4. Click Next on the label design screen.

ERT Support: 800-999-6990

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

Description Number across
Py

31/3x4 2 _]

81/2x11 1

1/2%13/4 4 >

>

Measure — ~ Sheet
@ Inch © Cm @ Onepage ¢ Continuous
Show labels

' Predefined ¢ Custom

<< Back II Next >> I

I

Customize ...

LCancel I Finish

Label Wizard

i Sample # [Sample #] il
nalyses
ElaFé,SamplefNu 9 Date: [Sample Date] il
Coll_Method 1 2l bocton: [Location]
Collection
Color ll Analyses: [Analyses]
Concentration Ll
Container Preservation: [Preservation]
Depth From ﬂ]
Depth To
Depth Units
Description
EventiD
Hue 3
<< Back II Next >> I Restore Defaults Cancel Finish

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 attibutes, Double Click on
line.

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

Page 11
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[Tobel Wizard |

5. Click Finish to preview the sample labels.

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

Start printing at Label Number: |4

<< Back I Finish I
Sample # S5-0001 Sample # S5-0002
Date: 10/19/2018 Date: 10/13/2018
Loation: R1 Location: R2
Analyses: TAL-Metals - 6010B Analyses: TAL-Metals - 6010B
. . Presenation: Preservation:
6. Click Close to return to Scribe.
Sample # S5-0003 Sample # S5-0004
Date: 10/13/2018 Date: 10/19/2018
Loztion: R3 Location: R4
Anzlyses: TAL-Matals - 60108 Anzlyses: TAL-Metals - 6010B
Presenation: Preservation:
Sample # S5-0005
Date: 10/19/2018
Loation: RS
Analyses: TAL-Metzls - 60108
Presenation:

ERT Support: 800-999-6990 Page 12
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Exercise One - Section F: Assign Soil Samples to a Chain of Custody (COC)

Assign Samples to a COC:

1. Click on Chain of Custody under the
Sample Management section in the
navigation pane.

2. Click on the Add a Chain of Custody
button at the bottom of the screen.

3. From the dropdown, select ABC Special
Lab from the Lab drop-down list.

4. Type the following information into the
Special Instructions field:
Provide a Scribe compatible EDD and
return cooler using enclosed airbill.

5. Click on the Assigh Samples to COC
button.

+ Select

6. Click on the button in the

toolbar.
Choose Select All from the menu.
Click the Assign to button.

Click on Yes to verify that you want to
assign the samples to the chain.

COC #: 4-101918-092337-0001
COC Details |

COCH# [4-101918-092337-0001

COC Format IScribe ']
Cooler # | Contact Name ]
Project Cade | Contact Phone
Case # I [ Case Complete
DAS # |

Lab |4BC Special Lab R
Lab Contact IMI. JohnJ. Chemist
Lab Address |12 Main Street
Lab_Addess? |
Lab_City Jonytown
Lab_State Im

Labzp[ooooo

Lab_Remark

Lab Phone |555-1 11-2222
Lab_Fax |555-1 11-2220

DateShipped |__/

CarrieName
AirbillNo

i

Provide a Scribe compatible EDD and retum cooler using enclosed
: . |airbil
Special Instructions

L) Chain of Custody

Chain of Custody
COC | Samples ‘

G

COC #: 4-101918-092337-0001 [Filtered]

| £vent | Sangk#___Locaton _____JAnayses __________[Matix__]Sanple Date[Sample Time[_Humb|Container __[Preservative [Lab 0C |
5 f A2 ‘ 50108 10/19/2018 | 08:00 1/32 0z glass

3
B |
Remove Filter Save Lapout | Layout: |Default Layout ¥

Close l Assign to 4-101918-092337-0001 I Print Chain of Custody
| chain of Custody EE=
Chain of Custody Remove Filter Save Layout | Layout: |Defaull Layout v
OC # 01918-09 000 ered
COC# Lyl Sampb ¥ Location |Analyses Matrix Sample Date| Sample Time|  Numb|Container A
4-101918-092337-(f S il Sampling - Met | 55-0002 R2 TAL-Metals - 60108 Sl 10/19/2018 |08.00 1/32 0z glass
4-101918-092337-({ Sail Sampling - Met | 55-0003 R3 TAL-Metals - 60108 Sol 10/19/2018 |08.00 1132 0z glass
4-101918-092337-(f Sail Sampling - Met | 55-0004 R4 TAL-Metals - 60108 Soil 10/19/2018 |08:00 1132 0z glass
4-101918-092337-(| Sail Sampling - Met | 55-0005 RS TAL-Metals - 60108 Soil 10/19/2018 |08.00 1/32 0z glass -
A 101040 009997 0] C Al C aramlina  hd~b I CC ANNT D1 TAl kabala COIND Cail 1NHaMIN10 [no.Nn 1197 an Alaan
« 2
Close Assign to 4-101918-092337-0001 Print Chain of Custody

ERT Support: 800-999-6990

Page 13



US EPA Environmental Response Team
Comprehensive Training Manual for Scribe v3.10

Exercise One - Section G: Create a Custom Chain of Custody and Layout

Design a Custom Chain of Custody for Soil Samples:

View

Click on the button in the toolbar.
Choose Select Columns from the menu.

Scroll through the list and REMOVE check marks from the following fields:

e EventlD
e Location
e Preservative

4. Scroll through the list and ADD check marks to the following fields:

e Depth
e Depth Units d
Layout
e Depth To
. . . . i t for: Chain of
5. Click OK to close the field selection window. oias i Lyl o Char o istocy o)
ISoll Sample Chair “ Save I
Click the _23v&Layout | b o, Defauit Layout
Sample Weight Log Cancel
Type Soil Sample Chain and click the Save button.
Page 1 of 1
. . No: 4-101918-092337-0001
Preview the Chain of Custody: Dastems T " cmm
CarrierName: Contact Name: Lab: ABC Special Lab
; o h y F d | AirbillNo: Contact Phone: Lab Phone: 555-111-2222
1. CIle the ; Prlnt C UG CUStD I:II. 3 Lab# |Sample # Analyses Matrix Sample Date | Sample Time Numb Cont | Container Depth | Depth_to | Depth Units |Lab QC
button at the bottom of the screen. - s B —
$5-0004 TAL-Metals - 60108 Soil 10/19/2018 08:00 1|32 0z glass 1 3 [inches
2. Select Preview from the menu. o T e 5 eane —
Click the OK button.
SAMPLE S TRANSFERRED FROM
Special Instructions: Provide a Scribe compatible EDD and return cooler using enclosed airbill ] CHAIN OF CUSTODY #
by (Signature and O Date/Time Received by (Signature and O Date/Time Sample Condition Upon Receipt

ERT Support: 800-999-6990 Page 14
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Exercise One — Section H: Publish to Scribe.NET

Scribe.NET provides a method of storing and sharing Scribe projects. Scribe projects are “Published”
from the Scribe desktop software. By default, Scribe desktop clients have access to generic publisher
accounts (e.g. USEPA Region 1, USEPA Region 2, etc.) in order to quickly and easily publish their
project to Scribe.NET. When publishing a project, select the corresponding Region that the project is
associated with. No password is heeded for the generic publisher accounts. In this exercise, we will
“Publish” our project to a specific Publisher Account which requires a password.

At a minimum, publishing a Scribe project ensures a secure off-site backup of the data should anything
happen to the Scribe computer. As such, Scribe projects can be published each time new data is
added, thus keeping the Scribe.NET backup up-to-date. When a Scribe project is published, e-Mail
notifications can be configured to alert Scribe data users that new data is available to be retrieved via
their Scribe subscription. Subscriptions will be discussed later.

Note: An Internet Connection is required to Publish and/or Subscribe.

Publish to Scribe.NET: L3 Scribe e
Lists ScribeNET Help

New Project Ctrl+N

1. Click on File | Scribe.NET | Publish Spet o e

Close Project

2. C“Ck NeXt Backup Project

Restore From Backup

Import >
Scribe.NET 4 Audit Data
CLP Options > Publish [k

Template & Folders Subscribe

Task Groups Setup

Scribe.NET =

3. Enter the following Publisher Information: Scribe.NET Publisher Wizard
PublisherID: Scribe Training

Enter your Publisher 1D or Select a Publication 1D from the list below.

P asswo rd . t r a.| n | n g (Case_se n S|t|Ve) Then Click Publish to publish the Scribe project to Scribe.NET.
Publisher ID: Ec;ibe Training I lJ
Password:
4. Click Publish.
<< Back | I Cancel Setup

Network: Connected

ERT Support: 800-999-6990 Page 15



Network: Connected

Publishing Project...

Scribe.NET Support Website.

LCancel Setup

US EPA Environmental Response Team

Comprehensive Training Manual for Scribe v3.10

Scribe.NET Publisher Wizard

5. Click OK when the publisher wizard finishes.

6. Double-click on the Scribe project name.
The Site Info table will open and the
Scribe.NET Project ID will be displayed at
the bottom of the screen.

If other users will need access to the
published project, a subscription can be
created by emailing ertsupport@epa.gov with
the Project Name and Scribe.NET Project ID
and requesting a subscription.

ERT Support: 800-999-6990

ScribeNET ] .

=

1'0‘~ Finished! Project Published to Scribe.NET!

L3 Scribe
File Lists ScribeNET Help

L0 Scribe Training
Planning

&) Events
{3} Property Info
{3} Sampling Locations
() Analyses
() Sampler
3D Instrument List
{3} Lab List
() Action Levels
£ Sampling
£2 Air Sampling
Wipe Sampling

¢ Biota
&) Soil/Sediment

B} Soil Gas Sampling

3 Water Sampling
£11 Sample Management

£2 Samples
% Chain of Custody
& Lab Results
£2 Monitoring Data
£11 Custom Data Views
7 Action Levels with LabR
7 Datafor GIS-Lab
7 Data For GIS-Monitoring
47 EDD for GIS-Monitoring [
47 EDD for GIS-Sampling D
7 LabResults Analyte/Unit:
7 LabResults Crosstab
/7 LabResults Crosstab witr
7 LabResults with Samplin
7 LabResults Without Sam
7 Samples Without LabRe:
7 Water Quality Sampling [

1] Scribe Training

Site Name: Scribe Training

Site Info
Site Name Contractor Contact
Site # {08837 Contractor Phone
Site Location WA Number [
Site State - EPAContract Number |
Site Action - Contract Name
Response Authority - Contractor
NPL Status = e
Address2
Site Description - )
City
Site Phone State ,—L]
EPA Drganization
Zip
EPA Region |4 -
EPA Contact
EPA Phone
Account Code
CERCLIS
Remarks

Scribe.NET Info

Project ID: 3628

Subscription: N/&

Cose | Hep | |
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Exercise Two — Basic Samples Importing
Exercise Objective: Import Air Samples, Backup a Scribe project and use the Copy Event feature

Exercise Two - Section A: Import Air Samples

Scribe supports importing of data to facilitate data entry. Rather than re-typing data into Scribe from
another source (i.e. a spreadsheet), the data can be automatically imported into Scribe therefore
reducing level of effort and transcription errors. Backing up your project ensures that you can restore
back to a prior version in the event your database becomes corrupt or you import the wrong
information.

Import Air Samples:

1. Click on File in the menu at the top of the screen.
2. Select Import.
3. Select Custom Import.
4. Click on the Yes button when prompted to backup your project.
5. Click on the Save button to save your Scribe backup to the default location.
6. Click OK when Backup is complete.
Import Data Wizard El
. . . Scribe Import Data Wizard
The Import Data Wizard screen will be displayed. a
7. Select Alr Sampllng from the Data 1. Choose the type of data to import from the list below:
Category pick list. e gy =
8. Click Browse and select the Air Samples 2 Pick the data to mpot into Sorbe:
— Morning.csv file from the Scribe Student & Impat Data il — biowse|
FI|eS fOIder as the |mp0l‘t Data Flle |E:\Desktop\8c:nbe Student Filez\Air Samples - Moming. cay
9. Click the Next button. | o
3. Select or enter a new script name:
Script Mame:
|default ﬂ
| Mest »» Help Lancel | |
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10. Click Next on the “Map Data to Import” screen. Because

11.

12.
13.

14. When the "Finished" box is displayed, verify that the number of
records imported matches the number that was listed on the “Data
To Be Imported” screen in step 10 above. Click on No to “/mport

the spreadsheet used the same column headings as
Scribe, the matching fields mapped automatically. Later
in the guide, you will practice mapping in a spreadsheet

The “Data To Be Imported” screen is a preview of how the
columns were mapped and it shows the number of
records to be imported. Make note of the number of
records. If you notice that something was mapped
incorrectly, hit the back button and fix the mapping.
Otherwise, Click Next on the “Data To Be Imported”
screen.

Select Add New data records.
Click Import on the “Ready To Import” screen.

More Data”.

ERT Support: 800-999-6990
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Import Data Wizard )
Map Data To Import [—
Map
Air Sampling Import: Bold = Required Field(s)
Soiibe Fields [Destination] | Import Fields (Source] -
» [Samp_No Samp_Ng -
| |Location Location
Tag Tag
| |Akiude
Analyses Analyses
ava_Flow vg_Flow
coc
Coll_Method
Conlainer Container
Cooid_Sys_Dese
Dale_Cal
Datum
| |Description
Easting |
I Display field descriptions and data types
< Bk | I Newt > || Help Cancel |
Import Data Wizard ¢

Data To Be Imiported

<< Back ‘I Mest >> l

e | e |

it Sampling # Records: 4
| [Samp_Ho Location Tag Volume Total_Time] Stor
¥ [A5-0001 MNw FenceLine  |A 468 240[Ligh
| _|As-0002 ME Fenceline |4 468 240[Ligh
450003 SWFenceline  |A 468 240[Ligh
A5-0004 SEFenceline  |A 458] 240[Ligh
Ll | |
Delete

Import Data Wizard

Ready To Impoit

Import Options

(" fidd Mew data records.

O Add New data records AND Update existing data records.

Click Import to Finish.

<< Back | | [ Cancel ‘I Import I
=

Finished!
Import More Data?

\‘e)

Yes

=]

|Samgles Added !4!'
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Exercise Two - Section B: Copy Event

Events provide another level of grouping for your sampling effort. The Copy Event feature is
particularly useful for repetitive sampling efforts. The example below will demonstrate how the Copy
Event feature can be used during fixed air station sampling. You can copy an entire Event and
automatically build the samples for the next round (Event) of air sampling.

Set the Sample Number (seed):

Since we imported the air samples in the previous exercise, rather than adding them through the Scribe
interface, Scribe does not know the last Sample ID that was used. In order for Scribe to correctly auto-
number the new samples, you must set the Last Number (seed) for Air Sampling to “4”. This tells
Scribe to begin with AS-0005 as the next Sample ID for Air Samples.

1. Click on the Sampling heading in the navigation pane. 4 Sampling
£ Air Sampling

E YWipe Sampling

2. Type a 4 in the “Last Number” field for the Air Sampling task.

3. Click Close. Sampling Task Visible |[Sort |[ID # Mask Last Number | Tag Mask
Air Sampling it 1 AS-HH#H 4
Wipe Sampling i 4 08837-#488 |0
Biota Y. 5 08837-#HH |0
Soil/Sediment Y 6 SS-#iHH 5
Soil Gas Sampling  |Y 7 08837-#H##E |0
‘Water Sampling Y 9 03837-#i#g |0

Copy the morning air sampling event to create an afternoon air sampling event:

4. Click on the Air Sampling task in the Sampling section of the [} Sampling navigation
pane. -3 Air Sampling
5. Make sure the Summary tab is the active view. ~if 1) Wipe Samping

Summaryi| Samples

Air Sampling Summary
Esanii? Evaeniare Ao | Seeadts

p |2k Air Sampling 4

6. Click the Copy button in the rlied oo smbe'NE_r__ Heb -
toolbar at the top of the screen. & pint [ Export F View | & Edt [} Add Sy

Copy Samples X

7. Name the new event as PM Air
Sampling in the Event ID field. -

EventlD |F'M .&irSampIingI =
8. Click OK. J LCancel

Copy zamples for EventlD Ak Air Sampling To:
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The four (4) newly created samples will be e
displayed. Switch to the Summary tab to see both

sampling events. Summery

Sample # EventlD Location
AS-0005 PM &ir Sampling Nw Fence Line
A5-0006 PM &ir Sampling NE Fence Line
AS-0007 PM &ir Sampling SW Fence Line
) |45-0008 PM &ir Sampling SE Fence Line
The Air Sampling Summary tab should now have an | a; gampling

AM and a PM Air Sampling event with the same
i i i Sampl
sample information. You can now edit the sample Samples |

specific information for the new samples in the PM

. . £t £venilate e
Air Sampling Event. AM Air S ampling 3
) | PM Air Sampling 4
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Exercise Three — Basic Lab Results Importing and Updating Locations
Exercise Objective: Import Lab Data and Create a Custom Import Script

Exercise Three - Section A: Importing Lab Results

It is recommended that Lab Results be imported directly from an electronic data package provided by
the Labs. Generally, lab results are voluminous and hand typing the data is not feasible. Lab result
templates are available in the Scribe EDD files folder to provide labs with an example of electronic data

in a Scribe compatible format.
Open the Student Exercise Site file:

1. Click File in the menu at the top of the screen.
2. Select Open Project.
3. Select the Student Exercise Site.mdb file from the Scribe Student Files folder.
4. Click the Open button.
5. Click Yes to confirm loading the site.
6. Click on Lab Results under the Sample Management section in Scribe
7. Notice the current project contains 1942 lab results.
(1] Scribe - [Lab Results] — STEEn—
El File Lists Scribe NET Help - o - |8
& Print Export EE View | @& Edit [) Add Copy X Delete | B Fitter £} Sot  Select @ Find
| Sludpelnl E‘xelcise Site Lab Results Save Layout | Layout: W
xi;ngt\znl: Summary | Lab Results
) Property Info A ab Re 3
\E,)Sampling Locations Sample # Locafiy Lab Matrix_|&nalysis Analyte esultfUnits est Type | Qualifier Lab Qualifier tDL) MDL Units| OC Type Event
\E,)Analyses [ |[ES000 HOO01-F Air PaHs - NIOSH 551|1-METHYLNAPHT 4.9 ppb < 49 ppb AM Air Samplir]
&) Sampler AS5-0001 HO01-F Air PAHs - NIOSH 551 | 2-METHYLNAPHT 5/ppb < 5 ppb AM Air S amplir
\i‘) Instrument List AS-0001 HOO01-F Air P&Hs - NIOSH 551 | Acenaphthene 4.4/ppb < 44 ppb AM Air Samplir|
i) ab ot 45-0001 Hﬂg F A_u PAHs - NIOSH 551 Acenaghthglane 4.3 EEb < 43 nng AM AirSamEIir
Import additional Lab Results from a spreadsheet: [@iE e o on
1. Click File in the menu at the top of the screen. New Project CuleN it D) Add o
2. SEIeCt Im pOI‘t. Open Project Ctrl+O Lulls
3. Select Custom Import. Close Project Lab Results
4. Click the No button when prompted to backup your Backup Project ]
prOJect Restore From Backup ,pnlgf iéga.]m;w
»
Scribe.NET > CLP Case XML
CLP Options > COCXML
Template & Folders NARACAML
Task Groups RAT
SEDD Stage |
System Options ADR
Compact Database
Template_s >
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Map the import file’s data fields (on the right) to the corresponding
Scribe data fields (on the left). Only data that is mapped will be

The Import Data Wizard screen will be displayed.

Select Lab Results from the Data Category pick
list.

Click Browse and select the ABC Lab Soil
Metals Results.csv file from the Scribe Student
Files folder as the Import Data file.

Type ABC Lab in the Script Name field (saves
mappings for future imports).

Click on the Next button.

imported. Bolded blue data fields are required.

1.
2.
3.

Click in the empty field next to Result_Units.
Select RUnits from the drop-down list.

Click in the empty field next to Samp_No and select Sample

Number from the drop-down list.

Click in the empty field next to CAS_No and select CAS Number

from the drop-down list.

Click in the empty field next to Matrix_ID and select Matrix from

the drop-down list.
Click the Next button.

Note the number of records to be imported = 110. Click Next on

the Data to be Imported screen and review.

Data To Be Imported

_[Samp_No Result_Units Analpte Analysis Result_Qualifier A

55-0001 ma/Kg ALUMINUM |SWB010

§5-0001 ma/Kg ANTIMONY |Swi010 B

55-0001 ma/Kg ARSENIC |SWED10

55-0001 ma/Kg BARIUM SwE010

55-0001 ma/Kg BERYLLIUM SwE010

§5-0001 ma/Kg CADMIUM SWE010

55-0001 ma/Kg CALCIUM SWEN10

55-0001 ma/Kg CHROMIUM |SWEO010

55-0001 ma/Kg COBALT |Swe010

55-0001 ma/Kg COPPER |Swe010

55-0001 ma/Kg IRON |SWED10 H

55-0001 ma/Kg LEAD |SwE010 H v
‘ 2l
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Import Data Wizard

Scribe Import Data Wizard

1. Choose the type of data to import from the list below:

Data Category:
|Lab Results

=l

2. Pick the data to import into Seribe:

(% |mpart Data File

browse.. |

|E'\5 cribe Student Files\ABC Lab Soil Metals Results csv

3. Select or enter a new script name;
Script Mame:
4EC Lab Ea

Scribe Template .mdb to process the data being imported.

hrowse__

|C:"Program Files\S cribeA\ T emplate’scribed. mdb

Help

| Hest »> |

LCancel | |

Lab Besultz Import: Bold = Required [

Scribe Fields (D estination]

Irpart Fields [Saurce]

Analysis Analysis
Analyte Analyte
Result_Units RUnits
Samp_No Sample Number
Analytical_Method Analytical_Method
B asis

Cas_no 45 Mumber
Carmments

Date_Analyzed

[ate_Analyzed

Date_Collected

Date_Estracted

Date_Received

Detected

Dilution_Factor

E straction_ethod

Final_Yolume

Final_Wolume_Urit

Lab_Batch_Ma

Lab_Coc_Mo

Lab_Location_ID

Lab_Mame

Lab_Mame

Lab_Result_Qualifier

Lab_Result_Qualiier

Lab_Samp_Mo

Lab_Samp_Mo

b atris_| D

b atri

DL

MOL

MOL_Units

MOL_Units

Percent_Lipids
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8. The records to be imported do not already exist F
in the project, so select the “Add New data
records” option. Ready To Import
9. Click Import on the Ready to Import screen.
10. When the “Finished” window is displayed, verify ’
that 110 rECOI’dS were ImpOI’ted C“Ck NO on the Add New data records AND Update existing data records.

“Finished, import more data window”.

Click Import to Finish.

<< Back I Nest »»

| Summary | Lab Results |
Sample # Lovafin Lab Matix_|Analysis |Analyte Result| Units

11. Click on Lab Results under the Sample AS00 HOOTF A PAHs - NIDSH 551 TMETHYLNAPHT | 4.39/ppb
. . . . 45-0001 HOOT £ Bt PAHs - NIOSH 51| ZMETHYLNAPHT 5/ ppb
Management section in the navigation pane and 450001 HIOLF A |PAHs-NIOSH 551 Acensphihene 44]ogb
H H 45-0001 HO01-F Air P4Hs - NIOSH 551|Acenaphthylene 4.8/ppb
review the imported lab results. The total number o L e e il Tioh
45-0001 HOO1-F Air PAHs - NIOSH 551|Benza(ajanthracen 3.1 ppb
of Lab Results should now be 2052. 450001 HOOT £ bt PAHs - NIOSH 55| Benzo[alpyrene 31ppb
450001 HOOT £ Bt PAHs - NIOSH 55| Benzalbjiuoranthel  2.8)ppb
450001 HOOTF Bt PAHs - NIOSH 551[BENZOEJPYRENE.  2.6)ppb
450001 HOOTF Bt PAHs - NIOSH 51 [BENZO[KFLUORE] 31/ppb
45-0001 HOOT £ Bt PaHs - NIOSH 551 | Bighenyl 4.7/ppb
450001 HOOT £ Bt PAHs - NIOSH 551 | Carbazole 46ppb
450001 HOOTF Bt PAHs - NIOSH 551 CHRYSENE 27]ppb
450001 HOO1-F Air PAHs - NIOSH 551 Dibenzofuran 4.2/ ppb
450001 HOOT £ Bt FAHs - NIOSH 551 FLUORANTHENE | 3.6/ppb
45-0001 HOOTF Bt PAHs - NIOSH 551 | Fluorene 4.3/ppb
450001 HOOTF Bt PAHs - NIOSH 551 Naphthalene 5.4]pph
45-0001 HOOT £ Bt FAHs - NIOSH 51| FHENANTHRENE | 3.8]ppb
450001 HOOT £ Bt PAHs - NIOSH 551 | PYRENE 34/ppb
450002 HO0ZF Bt PAHs - NIOSH 551 1METHYLNAPHT 4pob
4
Close I Add Results Table
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Exercise Three - Section B: Importing Updated Location Information

The previous import brought new data into Scribe. However, the import feature can also be used to
update data that already exists in Scribe. In the section below, Locations will be updated with Latitude,
Longitude, Property IDs and Descriptions.

1. Open the Sampling Locations table in Scribe and review the existing information. The Locations
were added when the samples were entered but no additional Location information has been

entered.
%§ Scribe - [Sampling Locations] B =]
Li) File Lsts Scribe.NET Help =
& print [ Export £ View | & Edit [ Add Copy X Delete | B Fiter 2] Sort /Select @ Find
Student Exercise Site 21" | sampling Locations FemoveFiier | SaveLayout | Layout: [Default Layout N
K Planning i
: \;') Events Sampling Locations |
i) Property Info ampling Locatio
X | J5ampling Location | Location Description | PropestylD Zone Latitude Longitude
i) Analyses HOO1-F
&) Sampler HOO1-R
(&) Instrument List HOO1-w
S5} 1 ahlist HO02-F

2. Open the “Location Update Import.csv” file located in your Scribe Student Files folder. In order
for records to be updated, the Location name in the import file must exactly match the Location
name already in Scribe. For example, if the Location in Scribe is HO01-F, the location in the Import
file must be HOO1-F and not HOO1 F in order for the records to be updated. Upon import, Scribe
will add the additional information to the matching locations (LocationDescription, PropertylD, etc).

A A B C D E

1 |LocationLocationDescription PropertylD Latitude Longitude

2 |HO01-F |Front Yard 'HO01 | 37.708945 -122.46108
3 |HOO01-R |Back Yard HOO1  37.708803 -122.461257
4 |HO01-W | Water Well 'HOO1 - 37.708964 -122.46119
5 |HO02-F | Front Yard H002 37.708969 -122.460872

Close the “Location Update Import.csv”.
Switch back to Scribe.

Click on File in the menu at the top of the screen.
Select Import.

Select Custom Import.

Click on the Yes button when prompted to backup your project.

© © N o g s~ w

Click Save and Ok to complete the backup process.
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Scribe Import Data Wizard

10. Select Sampling Locations as the Data
Category.

1. Choose the type of data to import from the list below:

Data Category:
J5ampling Locations I+

11. Browse to the Location Update Import.csv
file in the Scribe Student Files folder.

12. Leave the Script Name as default.

2. Pick the data to import into Scribe:
(¢ Import Data File BN
IC:\Scribe Student Files§Location Update Import.c:

SV

Table Name

13. Leave the Template as the default
Scribe3.mdb.

14. Click Next.

3. Select or enter a new script name:
1i 2
ide’aull I~|

Scribe Template .mdb to process the data being imported. browse...
:\Program Files (x86)\S cribe\T emplate’scribe3.mdb

< Back II Next >> I Help

LCancel | Import

Sampling Locations Import: Bq
Scribe Fields [Destination) |Import Fields [Source)
Location Location
. . ) PropertylD PropertylD
15. Since the import spreadsheet uses the same field Northing
names as Scribe’s field names, the columns are Longitude Longitude
automatically mapped. Click Next. LocationZone
LocationDescription LocationDescription
LocationComment
Latitude Latitude
_ _ Data To Be Imported
16. Preview the data to be imported. There are 15
locations in the spreadsheet. Click Next.
| Sampling Locations # Records: 15 |
Location PropertylD Longitude| LocationD escription
HOO1-F HO01 -122.46108| Front Yard
HO01-R HOO1 -122 461257 | Back Yard
El
17. Since this import will be updating the existing Ready To Import
locations, select the option to “Add New data
records AND Update existing data records”.
1~ Import Option:
" Add New data records.
[ TGNz cata tocords AND Updae ewising aea ecords
18. Click Import.
Click Import to Finish.
<< Back | et >y Help LCancel mm
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19. When the import is completed, a summary of the import is E

displayed. Itis important to read the summary and make sure
the import worked as expected. In this case, 15 records were ~
updated, which was expected. "9]* Import More Diata?
However, if the import summary showed that some records
were Ao_Ided_, tr!at would indicate that thg location name in '_[he Yes | [—|N°
import file didn’t exactly match the locations already in Scribe.
Since the import option selected serves the function to “Add

New data records AND Update existing data records”, any
locations that don’t exactly match what is in Scribe, will be Location Records Updated: 15
Added and the ones that match will be updated. Location Records Added: 0

20. Click No on the Finished! window.

Li;’ldem E.xelmse Slle Sampling Locations
21. Navigate to the Sampling & Fvent ST
Locations section and previeW i) Sampling Locations |__[Sampling Location | Location Description | PropertylD Latitude Lt;ngi'tudel .
N . 2} Analyses HO01-F |Front Yard HO01 37.708345 -122.46108
the information that was UpdatEd &) Sampler I |Hooi-R |Back Yard [HO01 37.708803 122481257
. (2 Instrument List HOOT W [Water Wl |HOOT 37.708954 12246119
for eac h IOC&tIO n. (5 Lab List HO02-F |Front Yard HO02 37.708963 -122.460872

22. Publish project to Scribe.NET

Since new data was added since the last publish (lab results and location updates), the project should be
published for backup and sharing purposes.

Click on File | Scribe.NET | Publish
PublisherID: Scribe Training
Password: training (case-sensitive)
Click Publish.

aoow

ERT Support: 800-999-6990 Page 26



US EPA Environmental Response Team
Comprehensive Training Manual for Scribe v3.10

Exercise Four — Basic Scribe Tools

Exercise Objective: Review Scribe Data, Use Advanced Data Management Tools (i.e. Find, Filter, Sort and
Export)

Exercise Four - Section A: Quick Sorts and Filters

Quick sorts and filters are features built into Scribe’s menu options. To access these menus, use the
RT-click button while pointing to a field or column heading.

Find samples and lab results that are related to a particular property that was sampled:
1. Click on Property Info in the navigation pane.

2. Highlight HOO3 under Property ID.

3. RT-click HO03 and select Show Samples for HO03.

|E3 Scribe - [Property Info] ERCARRS

B File Lists ScribeNET Help
& Print Export EE View | (& Edit [ Add Copy X Delete | B Fiter 2] Sot  Select @ Find

Student E‘xerclse Site - Property Info | Save Layout | Layout: [Default Layout X
1 Planning —
i onls Property Info
-2} Sampling Locations PropertylD R e e | Property Type |Property Zone |Access
&) Analyses HOO1 Filter For H003 Residential Yes
%) Sampler HO02 Remove Filter Residential Yes
-\E') Instrument List Residential es
<3 Lab List Hoo4 ‘ Sort Ascending Residential Yes
-{3) Action Levels = HO05 | SR |Residential | [Yes
18 Sampling g
- % Air Sampling Edit
-+ Wipe Sampling
-l Biota Add
e} Soil/Sediment Copy
- Soil Gas Sampling
-7 Water Sampling D
JEad Sample Management Show Samples for H003
--£) Samples [ ]}
-z Chain of Custody Show Lab Results for H003
- Lab Results Show Monitoring Data for H003
72 Monitoring Data
| [{] Custom Tasks Print »
- 4#” Manifest_Info [
1 éslom Data Views LI—] | S X _’I

- Action Levels with LabRe ~ ye b
] e T———— » S
{ Column Properties

File Name: 5:\Software Documentation\Scribe\Comprehensive L. Files\Work | 8/22/2017 11:19 &M
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Scribe returns 22 Samples. Note: the green beaker next to the sample number indicates that lab
results exist for those samples.

L] Scribe - [Samples]
K File Lists Scribe NET Help
& Print Export View | (& Edit [ Add Bz Copy X Delete | B Filter 8] Sort o/ Select @ Find

| Student E'xercise Site 2| | Samples Remove Filter I Save Layout I Layout: | Default Layout
[{1 Planning
\j;J Events Summary | Samples ‘

Property Info

B \') Sampling Locations = |Sample # Sample Date |Sample Time |EventlD Location Matrix__|Collection |Sample Type|Analyses
/\5') Analyses 13 AS-0003 34172017 |09.00 AM Air Sampling  [HO03-F Air Field Sample | PAHs - NI(|
3 \i) Sampler AS-0007 311/2m7 1200 PM Air Sampling  |HOO3-F Air Field Sample |PAHs - NIT|
Instrument List Dw/-0003 3/13/2017 [15:30 Drinking Water Sar| HO03-W Water Field Sample [Volatiles (v|
. \) Lab List Diw/-0008 341372017 |11:00 Drinking Water Sar| HO03-W Water Field Sample |CLP ICP-&
{3) Action Levels 1 Dw-0013 3/25/2017 |08:00 H!gh Res Sampl!ng HO03-w Water F!eld Sample | CLP 2@9 C
I8 Sampling 3 Dw-0013 3/25/2017 | 08:00 H!gh Res Sampl!ng HO03-w Water F!eld Sample | CLP Dioxir|
&2 Air Sampling : Dw/-0013 3/25/2017 | 08:00 High Res Sampling | HOD3-w Water Field Sample [CLP 12 To
;é Wipe Sampling § 55-0003 3/9/2017  |08:00 Front Yard Soil San| HO03-F Soil Grab Field Sample | TAL-Metal:
g1 Biota { |55-0003 3/9/207  |08:.00 Front Yard Soil San| HO03-F Soil Grab Field Sample |[CLP TCLP
R ) =4 |55-0003 3/9/2017  |0&:00 Front Yard Soil San| HOO3-F Soil Grab Field Sample | CLP TCLP
-8 Seil/Sediment ={[55-0003 3/9/2017 _|08:00 Front Yard Soi San| HOO3F Sol  |Grab Field Sample [CLP TCLP
Soil Gas Samph_ng ={ |55-0003 3/9/27  |08:.00 Front Yard Soil San| HOO3-F Soil Grab Field Sample |CLP TCLP
I 7 Water Sampling ={ |55-0010 3/9/2017  |08:00 PCB Sampling HO03-F Soil Grab Field Sample | PCBs
[ Sample Management = [S55-0011 3/9/207  |08:00 PCE Sampling HO03-R Soil Grab Field Sample |PCBs
£) Samples ) ={ [55-0018 3/9/2017  |08:00 Back Yard Soil San| HO03-R Soil Grab Field Sample |CLP TCLP
- Chain of Custody f |55-0018 3/9/2017  |08:00 Back Yard Soil San|HO03-R Soil Grab Field Sample CLP TCLP'
ﬁ Lab Results 4 [5s-0018 3/9/2017 | 08:.00 Back Yard Soil San| HO03-R Soil Grab Field Sample |CLP TCLP
{72 Monitoring Data - SS-0018 3/9/2017  |08:00 Back Yard Soil San| HOD3-R Soil Grab Field Sample |CLP TCLP
i) Custom Tasks = | 55-0018 3/9/2017  |08:00 Back Yard Soil San|HO03-R Soil Grab Field Sample | TAL-Metal:
i ) Manifest_Info 55-0023 3/25/2017 | 08:00 Hiah Res Sampling | HOO3-F Soil Grab Field Sample |CLP 209 C
[ Custom Data Views _‘J_] ._'J

B / Action Levels with LabRe ~

G S ' Close I All Samples Print Labels

Find Lab Results for a particular sampling location:

1. Click on Sampling Locations in [ scibe -isampling Locations]
h . . B File Lists ScribeNET Help
the na\”gatlon pane- & Print Export & Edit [ Add Copy X Delete | B Filter %] Sort /Select @4 Find
. . . Student Exercise Site - : ; Remove Filte Save Layout
2. Highlight HOO1-F under Sampling [ pamine [ =memy tocstions g ERE e
A &) Events Sampling Locatior e
Locations i Puoneduoia pher e o .
| [Sampling Locatia Remove Filter Zone Latitude
: [y [HOOTF - 37.708945
3. RT-click on HOO1-F and select " [HootR Sort Ascending 37.708803
3) Instrument List |__|HOOT-W Sort Descendin 37.708364
Show Lab Results for HOO1-F. 3 Lab List [ JHon2F 2 37.7089%9
{3 Action Levels o |{HoozR Edit 37.709113
Sampling 7| |l JHoozw | pi 37.708344
St ’ [ |HO03F | 37.708853
«E? ok e [ |Hoos i 37.708718
g ne RPN [_[HO03W 37.708875
4 SI:iTISedimenl | |HO04F Delete 37.708737
; HOO4R 37.708341
3 Soil Gas Sampling [ |HO04W Show Samples for H001-F 37.708776
") Water Sampling [|HoosF [Erer et Resurs for Fooir ] 37.708443
Sample Management HOO5R — E 37.708281
,Q_ Samples [ [HOOBW | Show Monitoring Data for HO01-F 37.708477
{-_2_:? Chain of Custody R
TJ Lab Results Print L
2 Monitoring Data Export »
Custom Tasks View »
Manifest_Info
Custom Data Views < Column Properties
¥ Action Levels with LabRe ~ a
i T e Cose | J = |
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L] Scribe - [Lab Results] 1=

Scribe returns the 193 lab results (0 Fle Lits ScibeNET Hep s[4
fOI’ th at |0C ati on. & print [ bpot H View | @& Eit [} Add Copy X Delete| B Fiter 4] Sot  Select ¢ Find
[ Sluc:;g:;ixema Site * | Lab Results Remove Fiter | Save Layout | Layout: W
Q) Eczntx Sunmary | Lab Results ‘
('j) Property Info ab Re 9 ered
1) Sampling Locations Sample # Lovaliy Lab Matrix_|Analysis [Anate Resul| Urits Test Type  |Qualfier  »
{i) Analyses 00 HOo1-F Air PAHs - NIDSH 551/ 1-METHYLNAPHT 49/ppb
(j) Sampler 45-0001 HOOTF Air PAHs - NIDSH 551/ 2METHYLNAPHT 5{ppb
&) Instrument List 45-0001 HOOT-F Ai PAHs - NIOSH 5514 t 44]ppb
3 LabList 50001 HOOTF A |PAHs-NIOSH 551 Acenaphinyk 48pcb
1) Action Levels L 45-0001 Hoo1-F Ai PAHs - NIOSH 551 ANTHRACENE 39/ppb
Lo s I HOOTE A |PAHs -NIOSH 551 Benzofgent 3]peb
£ Air Sampling 45-0001 HO01-F Air P&Hs - NIDSH 551 31]ppb
E] Wipe Samping 450001 HOo1-F Air P&Hs - NIDSH 551 B fuorantt 2.8/ppb
o Biss 45-0001 HOO1-F Air P&Hs - NIDSH 551 BENZO(EJPYRENE 2.8/pob
Fht 45-0001 Hoot £ Ai PAHs - NIDSH 551 BENZO(KIFLUOR|  31|ppb
i) Soil/Sediment A5 0001 HOOTF A |PAHs-NIOSH 551 Bipheny 47 orb
Sol Gas Sanping 350001 HOOI A |PAHs-NIOSH 551 Cabazoke 16/ppb
~7) Water Sampling 450001 HO01-F Air P&Hs - NIOSH 551|CHRYSENE 27|pph
JK&) Sample Management 45-0001 HOO1-F Air P&Hs - NIDSH 551  Di 42/ppb
9- Samples - 45-0001 HOO1 Air PéHs - NIDSH 551 FLUDRANTHENE 36/ppb
ﬁ'f Chain of Custody 450001 HOO1-F Air PAHs - NIOSH 551 | Fluorene 4.3/ppb
T Lab Results 45-0001 Hoo-F Ai PAHs - NIOSH 551 Naphthal 5.4/ppb
{2 Monitoring Data 45-0001 HOOTF Air P&Hs - NIDSH 551 PHENANTHRENE 38/pob
Custom Tasks 45-0001 HoOT-F Ai PAHs - NIOSH 551 PYRENE 34)ppb
) Manifest_Info 450005 Hoo1 A |PAHs-NIOSHEST THETHYLNAPHT|  4lpob -
Custom Data Views g I _’]
; { AchnnmLeveIs ww‘lh Lahl?s dose I pdd Resuls Tabe I
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Exercise Four - Section B: Advanced Sorts, Filters and Layouts

Advanced Sorts and Filters can be used if you need to sort or filter on more than one criteria. These
options are found on the top menu bar. As data is added, if the same Sorts and Filters need to be
applied, they can be saved as a Layout and quickly reapplied as needed.

Find all lab result records where Arsenic and Chromium results are greater than 20 mg/kg:

1. Select Lab Results in the left navigation pane.

2. Click the Remove Filter button at the top of [l Resuts dvanced fiten] | T el
the grid to ensure you are working with all =
the lab results and not a filtered set. ' Sie ¥ [SibeEx alect
3. ggfk on the Filter button on the top menu Ao | S
And - Operator Value-
4. Select ANALYTE from the pick list. HANALYTE llr - ISR e I
5. Select ‘=" from the Operator pick list. And Operator— - Value-
6. Click on the Select... button next to Value [resur S I e R selct._|
field to bring up the pick list. o i i '
7. Check the boxes next to Arsenic and - et
Chromium nUNlTS 2| — W(g
8. Select RESULT from the pick list A Uk b L) s
9. Select >’ from the Operator pick list. ! K -
10. Type ‘20’ into the Value field. And Operator—| ~Value
11. Select UNITS from the pick list. | AN = _ Selet. |
12. Select ‘=’ from the Operator pick list. :
” nd Operator Value
13. Click the Select... button next to the Value | S _Sekct. |
field. L ,
14. Check the box next to ‘mg/Kg,- | oK | Cancel | Remove Filtell Clear ALL | << Less I

15. Click OK to run the query.

Scribe returns the following

Summary | Lab Results

results: a ered

Sample # Lot Analysis Analyte Result| Units

55-0001 00 HOO1-F SwiE010 CHROMIUM L=l ma/Kg
S5-0002 00 HO02-F SWED10 ARSENIC 130|{ma/Kg
S5-0002 a0 HO02-F SWEO10 CHROMIUM 85/ mg/Kg
S5-0003 00 HO03-F SWED10 CHROMIUM 80| mg/Kg
55-0005 00 HOO05-F SWE010 CHROMIUM 62|mg/Kg
55-0004 004 HO04-F SWED10 CHROMIUM 26|ma/Ka
S5-0003 00 HO03-F SWED10 ARSENIC 23/ ma/Kg
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Advanced Sort: st 5

Soit By:

LOCATION ~| ™ Ascending

" Descending

1. Click on the Sort button on the top menu bar. —— :
2. Select LOCATION from the pick list and choose Ascending. —_— =1 e
3. Select RESULT from the second pick list and choose Descending. LTS

[rone] - * Azcending
i Descending

Then By
inone] -] @ Ascending
" Descending

Cleartl | ok | cencel

Save the Layout:

1. Click on Save Layout Save Layout

2. Enter a Layout name (i.e., As & Cr >20 mg/kg).
3. Click Save.

Layout

Save Grid Layout for: Lab Results [grdtwo]
As & Cr>20 mg/kd |

Default Layout
CLP Layout LCancel
Lead Results Above 250 ma/kg

Save

The layout will save both the Filter and Sort criteria. When new data is added, switching to the custom
layout will apply those criteria and run a new query against the full data set.

To demonstrate how saved layouts function, select the “default” layout from the list. Notice the number
of records and sort order has changed. Re-select the custom layout created above (As & Cr >20
mg/kg) to reapply the filters and sorts.
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Exercise Four - Section C: Create Reports, Exports and QuickMaps

The Scribe grid screens are ideal for creating custom reports and exports. You can customize the grid
to display the data you want to print; export for reporting purposes; or create QuickMaps that will
display in Google Earth.

Scribe has an Actions Levels table that can be populated with levels specific to your project.

i A i i . i 1 Student Exercise Site
1. Click on Action Levels under Planning in the Navigation Pane. €11 Plarning
2. The table includes specific Action Levels that are pertinent to your \3) Events
project. 3 Piogerly Inlg:
‘;) Sampling Locations
(&) Analyses
ction Levels ‘:‘g‘) Sampler
() Instrument List
Source D Matrix_| Analyte CAS NO Value  |Unit Notes (i) Lab List
RSL MCL Water |Arsenic, Inorganic | 7440-38-2 10 |ug/L Regional Screening Level (RSL) (TR=1E-06, HQ=1) May 2016 7 4 ab Lis
RSL MCL ‘Water |Lead and Compour| 7433-92-1 15 ug/L Regional Screening Level (RSL) (TR=1E-06, HO=1) May 2016 {1} Action Levels
RSL TAPWATER |Water |&rsenic, Inorganic | 7440-38-2 0.052  |ug/L Regional Screening Level (RSL) (TR=1E-06, HO=1) May 2016 e ————
RSL TAPWATER |Water |Lead and Compour| 7439-92-1 15 ug/L Redgional Screening Level (RSL) (TR=1E-06, HO=1] May 2016

Create areport for all Arsenic results exceeding the RSL MCL for Drinking Water:

There is a query (Custom Data Views) in Scribe that joins the Actions Levels table to the Lab Results
table. That query will be used to generate a report.

1. Click on Action Levels with Lab Results under Custom Data
Views in the Navigation Pane.

o D ats Yiew
;
Data for GIS-Lab
5#" Data For GIS-Monitaring
-i# EDD for GIS-Monitoring Data
¥ EDD for GIS-Sampling Data
3 Events Without Matching Samples
~# LabResults Analyte/Units QC
¥ LabResults with Sampling Events
¥ LabResults Without Samples
¥ Samples Without LabResults
/ Water Quality Sampling Data

RN
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2. Click on the Filter button on the top menu bar. Action Levels with LabResults [Advanced Filter] ? X
3. Select Analyte from the pick list. a Site# | ,
4. Select ‘=’ from the Operator pick list. i S
5. Click on the Select... button next to Value field to And Gperdor | Vabe _
bring up the pick list. JAeLTE =)= =) _ Seket.|
6. CheCk the bOX fOF ArsenIC IA[-:;nEdSULT AT OR ABOVE ACTIIﬂ |D=pe[at0lll ﬁéﬁ, Select..
7. Select RESULT AT OR ABOVE from the pick list. nd Operator— -Vakie
[RESULT QUALIFIER 2 [==| [
8. Select ‘=’ from the Operator pick list. o e i
- v Select.
9. Select YES from the Value field. ‘ || -] =
And Operator WValue
10. Select Result Qualifier from the pick list. I == _Select. |
) H H And Operator Value
11. Select ‘=’ from the Operator picklist. : Sillmecill a—
Coc 1 oo | Bemove Filter Clear 4 less
12. Select the blank. 0
u

13. Click OK to run the query.

Scribe returns the following results.

Action Levels with LabResults |

SourcelD for Action Level |Sample #  [Sample Date  |Location | Analysis Analyte  |CAS Sample Matrix_[Detected |Action Result &t or Above | Result Result Units Result Qualifier DL MDL Units
R R Dw-0007  [3/13/2017 HO02W  [ICP-AES Metals  |Arsenic  |7440-38-2 |Water Y 0.052 YES 5 ug/L 011 ug/L
RSL TAPWATER Dw-0009  |3/13/2017 HOD4-W  |ICP-AES Metals  |Arsenic  |7440-38-2 |Water Y 0.052 YES 3 ug/L 0.11 ug/L

| [RSLTAPWATER Dw-0010  |3/13/2017 HO05-W  |ICP-AES Metals  |Arsenic  |7440-38-2 |Water i 0.052 YES 1.9 ug/L 0.11 ug/L
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1. Click onthe E "  putton in the

Check Columns To Display

toolbar. v |&ction Level
. Analysis
2. Choose View | Select Columns from the Aanate
menu. Icas
3. Place a checkmark in the Select All box IDetected
and then remove the checkmark to EventlD
deselect all of the Columns. Lab Result Qualifier
J|Latitude

4. Scroll through the list and place check

marks in the following fields: v Rl

Location Description

S |[_[ | Select Al

[Analyte

Action

Result

Result Units

PropertylD

Arsenic

0.052

5

ug/l

HO02

Arsenic

0.052

3

ug/l

HO04

a. Action Level Location Zone
b. Analyte Longitude
. [[Matrix of Action Level
c. Location MDL
d. PropertylD MDL Units
e. Result [[Motes for Action Level
f. Results Units Froperty Type
g. Sample #
h ) SO u rC e| D fo r ACt' 0 n L evel Action Levels with LabResults
SourcelD for Action Level  [Sample # Location
& F Dw-0007 |HO02:w
RSL TAPWATER Dw-0009 |HOD4-
5. Click OK to close the field selection WA G

Arsenic
—

s

19

ua/L

HOO5

window.

Move the Property ID column next to Location column:

1. Click once on the column heading for Property ID. The entire column

should be highlighted.

2. Click and hold the mouse button down on the column heading for Property

ID. The field name should “float” and two red arrows will appear.
3. Drag the floating field to the left of the Location column and release the

mouse button. Property ID will now be next to Location.

ction Levels with LabResults

Sample # Location |Analyte |Action Result Result Units
p |Dw-0007 00 HOD24 | Arsenic |0.052 5 ug/L

Dw/-0003 004 HOD4 | Arsenic |0.052 3 ug/L

Dw-0010 00 HOD5 | Arsenic |0.052 1.9 ug/L

4. Click on Save Layout.

ERT Support: 800-999-6990

Save Layout
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5. Enter new Grid Layout name and click Save.

Layout nl

Save Grid Layout for: Action Levels with LabResults [ardone]

Flesults Above Action Level | Save l

Default Layout

Results Above Action Level LCancel

Export the report to MS Excel or HTML:
1. Click the Export button from the top menu bar.

Export

2. Select either Spreadsheet File if you need to do further editing or HTML file if you want to send
the report as-is.

B File Lists Scribe.NET Help
& Print Export EE View | (& Edit ) y P Filter &) Sort < Select @& Find
W Text File (*.csv,*bt) sults Read Only
h ’\i) Evgnts Spreadsheet File (*.xls, *whb3) sults
f;i) Proper HTML File (*.htm) [ Actionil’eve ab
'\:i) Sampli XML File (*xml) itylD Analyte Action Level Result Result Units
/\‘) Analys o Arsenic 0.052 5 ug/L
@) Sampld__ QuickMap ("kml, “km2) Arseric 0.052 3 ug/L
G Il |Hoo5w [HO05 Asenic 0.052 13 ug/L
3. Enter File name and click Save. | Fiensme | Rests Above Action Levels %
Save as type: | (*.htm) v

4. The report will be displayed on the screen. The image below is an example of an HTML report
produced with the above criteria.

[ Actionlevelswith LabRosults:3fFitered] |
[Sample # ||PropertylID |[Location |/Analyte || Action Level| Result| Result Units |
[DW-0007 [H002 |[H002-W ||Arsenic  |[0.052 |5 [lug/L |
[DW-0009 |[HO04 |[HO04-W ||Arsenic  |(0.052 |E] |lug/L |
[DW-0010 |[Hoos  |HOO05-W ||Arsenic  [[0.052 1.9 [lug/L |

ERT Support: 800-999-6990 Page 35



US EPA Environmental Response Team
Comprehensive Training Manual for Scribe v3.10

Export the report to a QuickMap:

If your data contains latitude and longitude values, you can generate a "QuickMap" to display the data
in Google Earth.

1. Click the Export button from the top menu bar (or right-click and Texct Fils (* bt *.c5v)
select Export) Spreadshest File (*,zls, *.wh3)
HTML File (* .htm)
2. Select QuickMap from the list. SML File (*,mi)
QuickMap (*.kml, * kmz)

KML Export Wizard
The Scribe KML Export Wizard will be displayed.
By default, Scribe's Latitude and Longitude fields Scribe KML Export
will be selected for spatial coordinate information. Wizard
These choices can be modified using the drop-down list if you

used different fields (i.e., Property_X and Property_Y) for your
location coordinate info. Thiz wizard will help you export data to KML. Please uze the drop-down
lists below to map required data columns, and then click Mexst to
continue.

Latitude Colurr: |Latitude j
3. Select Property ID in the Caption Column drop- Longitde Column: [ Longiude -
down. .
Caption Column: ||Pro|:.ertp|[) 'I
4, Click Next.

|I MNext I Cancel |

Netwark: Connected

5. Select Result in the Classification Column.

KML Export Wizard X
. Data classes can be defined based upon the value of a particular column.
6. Complete the next screen using the values shown Data point placemarks will then be color-coded by class.
here. When the map is displayed, the property Classifisation Coure. [Rosdt =l
colors will be based on the result value. a te
v 1) |Green L] IVaIueIsLessThan L] I2 L]
7. Click Next when the fields are complete B 8 votesr 15 [Vt s Botween. I B
AND |4 v
v 3 IHed LI IVaIue IsﬁreaterTheL] |4 j
4 [Red ]| || ~|
Back Cancel ‘ Expor [
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8. Click Next
This screen allows you to create additional layers to turn on and off
in Google Earth. For example, if you used Sublocation to define
front yards and back yards, you could define a layer for Sublocation
and turn the yard info on and off in Google Earth.

9. Click Export
This screen allows you to display data in Google Earth based on
altitude.

US EPA Environmental Response Team
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KML Export Wizard

Layers can be tumed on and off while viewing KML in an Earth
browser such as Google Earth,

By default, an individual Layer will be created for each Data Class
defined on the previous screen.

Instead. individual Lavers can be created for each unique valus of &
zpecific column. To create individual lavers for each unigue walue of
a specific calumn, choose that calumn from the list below.

Create Layers for. | [Defined D ata Classes| -

Back Cancel

Metwork: Connected

KML Export Wizard

Flacemarks in a 3-D Earth browser such as Google Earth alzo have a
specified height, or altitude. By default, placemarks will be placed on
the ground,

Alternatively, a maximum altitude can be specified, and unique values
of a specific column can be sorted and evenly distibuted between
that altitude and the ground.

To evenly distibute unique values between a specified altitude and

the ground, begin by selecting the colurn from the list below. Then
provide the mazimum altitude, and direction in which to distibute the

walues.
Colurny ’m
Maimurn Altibude: ’ﬁ ,—_|
Distribute Y alues: ’—_|

Cancel |

Network: Connected

10. Name the KML File "Arsenic Action Level Exceedance" and click Save. If Google Earth does not
automatically launch and display the lab results, run Google Earth and open the KML file.

ERT Support: 800-999-6990

Page 37



US EPA Environmental Response Team
Comprehensive Training Manual for Scribe v3.10

An image similar to the one depicted below should display in Google Earth. Notice the Property IDs are
displayed by color using the value ranges specified in the Wizard. Also notice the additional
information displayed when a pin is selected. Additional pin information could be displayed by turning
those columns on in Scribe before creating the QuickMap export.

Sample # DW-0007
PropertylD: H0O02
Location: HO02-W
) A g~ B Analyte: Arsenic
fi{,—?:g‘fl,_’. s e Sy e Action Level 0.052

= o ~ 335 w y & Result5

W = Result Units: ug/L
7 :
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Exercise Five — Using Scribe.NET Auditor Basics

Data accuracy, consistency and completeness are important. One way to check data entered in Scribe
is to use the Scribe.NET Auditor. The Auditor provides a central point for posting rules that run against
the data in a Scribe project and check for data consistency and completeness. These rules can be
broad and cover Regional requirements or they can be specific and cover individual site requirements.

Several Regions have developed Data Management Plans that specify which Scribe fields are required
to be populated, as well as the valid values that should be contained in those fields. Those rules are
then translated to Scribe auditor queries and loaded to Scribe.NET. Once loaded to Scribe.NET, any
Scribe user can audit their project against those rules. Auditor queries are discussed later in this guide.

Below is an example of what a data management plan may contain pertaining to which fields are
required in Scribe (Data Elements) and which fields have valid values.

Scribe Data Elements

Calmaony Valid

(Database | Data Element (Database Field) |Field Type Field Size Required Notes
Table) Values

No
No
Yes |Where Analyte =Lead
Yes
Yes

Longitude Numeric N/A
Latitude Numeric N/A
LabResults |Cas_No Text 50
Matrix Text 40
SampleType Text 30

Location

<|=<|=<|=<|=

Samples

¥alid Yalues

Category Data Element
(Database Table) (Database Field)

LabResults Cas_No 7433-92-1 ‘Where Analyte = Lead
Matrix Air

Dust

Product

Sail

Soail Gas
Surface Water
\Wipe

Tissue

Solid Waste
Bulk

Sludge
Sediment

Blank

\w'ast Water
Samples Ground ‘Water
Potable \wWater
\water

Liquid \»/aste
SampleType Field Duplicate
Field Blank
LabQC

QC Blank - Filter
Preservative Blank
Rinsate Blank
Field Sample
Spike

Split

Trip Blank
Composite

¥alid Yalue Notes
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Exercise Objective: Subscribe to a Scribe project and audit the data using Scribe.NET Auditor and correct
identified deficiencies. An Internet connection is required for this exercise.

Exercise Five — Section A: Subscribe to a Scribe Project

When projects are published to Scribe.NET, other users can acquire a copy of the project by using the
Scribe.NET Subscription feature. Scribe subscriptions are created by ERT Support at the request of
Scribe project owners who have published their projects. The Scribe project owners are responsible for
distributing the subscription information.

When someone subscribes to a Scribe project, they receive a “copy” of the project. Their copy of the
project will function as a full Scribe project but will be completely independent of the official published
project. If there is need to transition a project from one owner to another, do not use the Subscription
process. Instead, contact ERT Support for instructions on transitioning a published scribe project from
one owner to another.

Subscribe to a Scribe project:

PwbNpE

Note: If internet access is unavailable, open the ABC
LANDFILL.bac located in your Scribe Student Files.

Click on File in the menu at the top of the screen.
Select Scribe.NET.
Select Subscribe.

Click on the Next button on the Subscriber Wizard
screen.

Scribe.NET Subscriber Wizard

This wizard provides for subscribing to projects published to
Scribe.NET. Click Mext to Continue.

Seribe. NET Support Website.,

Metwork: Connected

|I Nest > I LCancel Setup

Enter the subscription information:

Subscription information is provided by the publisher of the
Scribe project

1.

2.
3.
4

o g

Subscription ID: ABC Landfill.
Enter the subscription password: proj3384
Click the Subscribe button.

Browse to your Scribe Student Files folder (where you
want to save the downloaded project).

Name the file; ABC Landfill.
Select Save.

ERT Support: 800-999-6990

Scribe.NET Subscriber Wizard

Enter your Subscription 1D and password. Then Click Subscribe to
download Scribe data from Sciibe.NET.

Subscription 1D: [ABC Landfil

<< Back Cancel Setup

Network: Connected
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Scribe.NET

. . Scribe.NET Subscriber Wizard
7. Wait for the file to download. S el

8. When the download is complete, select OK. Please wal whie the prfct st

Converting Project File to Scribe.NET Subscription...
Building Record Lineage Table...

Scribe.NET Support Website.

Mex Close

Network: Connected
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Exercise Five — Section B: Audit the ABC Landfill

Before beginning, verify that the ABC Landfill Site is open in Scribe and that the computer has internet

access.
| File | Lists Scribe.NET  Help
Run Scribe.NET Auditor New Project CrN || g Edi
. . . . . Open Project Ctrl+0

1. In Scribe, click on File | Scribe.NET | Audit Data Close Project
2. Click Next when the Scribe.NET Data Auditing Wizard is Ak Proaes

displayed. A window will briefly be displayed showing that Remfeﬁ;m e

rulesets are being downloaded from Scribe.NET

Import »

Scribe.NET Data Auditing Wizard

From the List below, select the |

3. Scroll the list of rules and place a checkmark in the box next to

“ERT Training Landfill Site” and click Next

Notice that the rules have been grouped into three categories.
Rules that apply to Lab Results, rules that apply to Locations and
rules that apply to Samples. For this example, we will audit the

Scribe Project’s Data.
Data Auditing RuleSets:

58 M| 2011 Pocono 500

[] Deepwater
= ERT Training Landfill Site

project using all of the selected rules. [ Lab Resutts
. . . . - [¥] Locations
However, when auditing a real Scribe project, auditing by [ Samples

category might be helpful if the project contains a large amount of
data. Working through corrections one category at a time may
make managing corrections easier.

@ [JERT-SERAS_R2

1 P GAA Vi Minn

—RuleSet Group Description: — |

Back  [[ New |

Please Wait...

4. After selecting the rules and clicking next, an auditing ANNENEREE

window will briefly be displayed Auditing Project Data...

Cancel
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5. When the Auditor is finished, the Data Audit
Complete window will be displayed. In this
exercise, the Audit Result is a \Warning
indicating that some values that exist in the
Scribe project do not meet the ERT Training

Landfill list of valid values and/or required fields

are missing data.

US EPA Environmental Response Team
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Scribe.NET Data Auditing Wiz

Scribe.NET Data Audit Complete!

The Scribe.NET Data Auditing Wizard has successfully Audited your Scribe
Project Data.

Audit Result

AuditLog: ABC Landfill mab Datz Audit Results - 5-1-2018
12.15.39.csv

Explanation:
Data exists in your Scribe Project which breaks one or more rules,
however, those rules are not required.

Click the link to the Audit Log File to see which rules were broken, and

which data broke these rules.
Close

Network: Connected

Exercise Five — Section C: Interpreting the Audit Log File

An Audit Log file is produced each time the Scribe.NET Auditor runs. This log file can be accessed by
clicking on the blue link that is displayed when Auditor finishes. The Audit Log will open in MS Excel.
In addition, the Audit Log Files are stored in the same directory as the Scribe Project file. The audit logs

can be accessed at any time from this location.

1. Click on the blue Audit Log link to get a
more detailed explanation of the audit
results and determine which records may
need to be corrected.

Scribe.NET Data Audit Complete!

The Scribe.NET Data Auditing Wizard has successfully Audited your Scribe
Project Data.

Audit Result

AuditLog: ABC Landfill. mdb Datz Audit Results - 5-1-2018
12.15.39.csv

Explanation:
Data exists in your Scribe Project which breaks one or more rules,
however, those rules are not reguired.

Click the link to the Audit Log File to see which rules were broken, and
which data broke those rules.

=] |

Network: Connected

Close
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2. The Audit Log will open in Excel and will list each rule that was checked and display the outcome of
each checked rule (e.g. Data OK or Warning:)

7 .Auditing Data Against RULESET "[3871]Lab Results" - RULE "[31094]Lead Results with Incorrect CAS Number":
8 _IWarning: The following Lead results have an incorrect or blank CAS Number. (CAS Should Be 7439-92-1) |

9

10 |Samp_No CAS_NO Analysis Analyte Result  Result_Units
11| 16040002 Metals Lead 7.09 mg/kg

12| 16040009 7439-92-0:Metals  Lead 5.01 mg/kg

13

14

15 'Auditing Data Against RULESET "[3871]Lab Results" - RULE "[31095]Lab Results with Lab_Name":
16 |Warning: The following Lab Results have an incorrect Lab Name or is blank

17

18 |Samp_No Analysis Analyte Result  Result_Unlab_Name
19 | 16100001 GC SEMI V Motor Qil 1.4 mg/L

20 | 16070015 NWTPH-D Motor Oil 45 mg/Kg

21| 16070011 NWTPH-D Motor Oil 31 mg/Kg

22 | 16070011 NWTPH-G Gasoline 2.2 mg/Kg

23 16100001 GCVOA  Gasoline 0.05 mg/L

The example above depicts what is displayed in the audit log when an audit rule runs but does not
meet the Valid Values. In this example, Line 8 indicates Warning: The following Lead results have
an incorrect or blank CAS Number. (CAS Should Be 7439-92-1).

3. Continue working from RULESET to RULESET until all of the audit log results have been

reviewed/addressed.

Hint: The audit log file can be lengthy | |
depending on the number of rules i

checked. One method to move between Find | Replace | _
rules is to use the MS Excel ‘Find’ feature. —— ] |

In the example audit log above, notice that
the word RULESET appears in each rule.
Using the MS Excel ‘Find’ feature and | Options > |
entering the word RULESET in the Find : .
what: box can speed the process of
moving from one rule to the next.

IMPORTANT: If a large number of records do not meet the audit requirements, more than one audit
log might be produced. Scribe will create an additional audit log if the number of records exceed
50,000. Check the end of the audit log (Control + End in MS Excel) to see if an additional audit log file
was created. If so, navigate to the directory where the Scribe Project is saved and open the additional
audit log file(s).

| Findan | [Finaned | | close |

|49992 LOG CONTINUED IN FILE "BlackButteMine Republished.mdb Data Audit Results - 3-28-2016 11.06.05(2)jcsv"... I

Example of additional audit log
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Exercise Five — Section D: Updating and Correcting Data in Scribe

This section will discuss the various ways of correcting the results of the Audit Log in your Scribe
project. Depending on where the correction needs to be made (Scribe project or Import source), the
corrections can be made by using the ‘Filter’, ‘Find and Replace’ feature in Scribe or ‘Correcting the

Import Source’ and reimporting.

Scenario: Use Find and Replace to Update Records

A Warning was received that some of the Samples have an incorrect Matrix. This error indicates that
there is a list of Valid Values for the Matrix (refer to the LANDFILL_Scribe_DataElementDictionary
and_Valid_Values_June2018.xIsx documentation in the Scribe Student Files).

Click on Samples under Sample Management.
Click on Find on the top menu bar.

Select MATRIX.

Find What: Soil Surface.

Replace With: Soil.

Click Replace All.

Click OK.

N o g bk~ w N PRe

Find & Replace

—

|

(irid Column: |M ATRIX

Find

Find What: ISoiI Surface

Replace With - =

[V Match Cell Exactly

K|
L| Cancel

Replace

Replace ALL

Hid

Scenario: Use the Filter, Find and Replace to Update Records

A Warning was received that some of the Samples have an incorrect or an Empty (missing) Sample
Type. This error indicates that there is a list of Valid Values for the Sample Type (refer to the Valid

Values documentation in the Scribe Student Files).

1. Click on Samples under Sample Management.
2. Click on Filter on the top menu bar.
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Samples [Advanced Filter]

Select SAMPLE TYPE.

For:

siet [ogse L
. . . EvenID'— elect. SerlectltemsToFi
Click on Value and put a checkmark in the box without ' i |
- - Field Duplicate
a value and in the QC Blank — Field. e | [P | e
Put a checkmark in the box without a value and in the | = =71 [ | e | EE
QC Blank - Field Note: By placing a checkmark in e 5
the option without a value, Scribe will return any blank |’ = =l |
. . . . And Operator Value = ||
or missing records in the project. | = =T )
. And Opesalor Value .
Click OK. | ]| ]| —
CI k OK VAnd . Operator Value |
ic . | = M |
k 1 , | TS
[oK ] comcel | Bemove Filter | Clear ALL J‘L“E
. . Find & Replace 2
Click Find on the menu bar. P D
Select SAMPLE TYPE as the Grid Column. Giid Colann: - {SapLE TP > b
In the Find What dropdown, select QC Blank — Field. || FindWhat [0 Blark - Fied v Conce
In the Replace With field, type Field Blank.. .
Replace With ”Field Blank L' Replace
V' Match Cel Exactly Replace ALL
~ |Sample # |Sample Date|EventlD Location 'Mallix Collection
Click Replace ALL. 16040300 [5/31/2016_|AsbestosLead Air {Blank___|Ai d -
16040748 |9/19/2016 | Compost Sampling [CMO1 Soil Grab
16040748 |9/19/2016  |Compost Sampling | CMO1 Soil Grab
16040749 |9/19/2016 | Compost Sampling |CM02 Soil Grab
16040743 |9/19/2016 | Compost Sampling | CM02 Soll Grab
16061170 |7/15/2016  |Asbestos-Lead Air {| PS02 Air
16061365 |8/3/2016  |Asbestos-Lead Air ¢ Blank Blank
16061369 |8/4/2016  |Asbestos-Lead Air ¢ AS04 Air
16061934 |10/1/2016 |Asbestos-Lead Air ¢ Blank Air eld
16061935 Asbestos-Lead Air ¢|Blank Air eld
Find & Replace @
]
13. In the Find What dropdown, select the Grid Column: - | SAMPLE TPE x| | sidcdnn: [sape Tvee 5
blank space. FindWhat [ ] e L —
i i Replace With [T Blank - Field
14. Click Replace ALL. Replace With [FefdBirk] ] e e
———)
[V Match Cell Exactly Replace ALL
Page 46
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Find & Replace . @
NOTE: In some instances, using the Blank Space | GidColumn: [SAMPLE TvPE | - ,
! 3 M Find
will not replace all of the Blank records. If this is ' 4‘
the case, in the Find What: select the ‘Equals FindWhat:  [E quals Blank > Concel
H
Blank’. Replace With -\ ield Blank| = Replace
[V Match Cell Exactly

Scenario: Manually Entering Missing or Incorrect Data

A Warning was received that some of the Locations have blank or missing Latitude and/or Longitude(s).
This error indicates that Latitude and Longitude are required (refer to the Valid Values documentation in
the Scribe Student Files).

Navigate to the Sampling Locations table and manually enter the correct coordinates. Find the Blank
Values and enter the following coordinates:

1. Click on Sampling Locations under Sampling Locations [Basic Filter] 7 X
Planning. For
Site # (10456
2. Click Filter on the menu bar. Sampling Location [CL78, TB0S, i Select..
3. Filter for the Sampling Locations :
I’eported in the Audlt LOg 0K Cancel 1 Remove Flller] Clear &LL | More >> |
4. Click OK. : 3
Sampling Locations
Sampling Locations
>. Manua.”y’ en_ter the fOIIOWIng Location Description | PropertylD Zong  |Lattude Longitude . AIlilude‘
Coordinates: )
BOS \
Location Latitude Longitude
CL7B 40.4140418 -74.357217
TB09 39.936281 -74.194886
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Correcting the LabEDD file and Reimporting:

Scenario: Lab Name wasn’t mapped on Initial Import and there are CAS_NO’s blank or
incorrect.

A Warning was received that the Lab Results have an Incorrect or Empty (Missing) Lab Name and
some CAS_NO’s were Blank (missing) or incorrect. This error indicates that tthese fields are either
required or have incorrect valid values (see Valid Values documentation in the Scribe Student Files).
In this example, we will use the technique of making correctins to the EDD File and re-importing the
corrected file.

Determine which EDD Field to update Check Columns 1o Displal )
Coord_Sys_Desc -
. Date Analyzed 0K
1. C“Ck on Lab ReSU|tS ga:e_go:lectte:
. . ate_Extracte =
2. Click on View | Select Columns Date_Received 1=
3. Place a checkmark in the EDD_File Name and Lab_Name ol
4_ C“Ck OK Dilution_Factor

Easting

[IEDD_File_Name

ElevDatum
ElevMethod
v/ Event

Extraction_Method
Final_Volume
Final_Volume_Unit
GeoMethod - [ Selectall
5. Scroll overto thg Lab_Name and rt-click in the Empty (Missing) D e |
Lab_Name and filter for all the blanks or Sort by Lab_Name [Lab Name|  RemovSFilter
Ascending. Note the EDD_File_Name: ABC Lab Analytical Results L
OU2.csv
Sample Lavafin Matix [ Analysis Analte Hesu[t|Unils Qualfier | Lab Qualiier MDL| MOL Units|OC Type  {Event |Lab Name EDD File Name
16040001 HRO15S Sol Surtace Herbicides 2457 2|ugrka I} ] 098 ugtkglField_Sample |Backaround Sampling ABC Lab Analytical Results 0U2.csv
16040001 HRO15S Sol Surface| Herbicides 245TP 2Jugkg (U 1 089 ugtkg Field Sample |Background Sampling ABC Lab Analytical Results OU2.cov

Review the EDD:

1. Open the EDD and save it to a new name to maintain the integrity of the original EDD (e.g., add
modified ABC Lab Analytical Results OU2 to the new name)

2. Review the EDD to determine if it contains the Lab Name. If not, add a new column. In this
scenario, the field “Laboratory Name” already exists. Most likely it was not mapped on the initial
import. When re-importing, map the ‘Laboratory Name’ field to ‘Lab_Name’.

3. Review the CAS_NO field and correct as needed. Since the Valid Value list only lists a valid value

for Lead, filter your EDD for the analyte Lead and correct the wrong CAS_NO and blank CAS_NO
and save the file.
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i

Site_N¢ v |1Samp_No v |Sample » lLaboratory Name | v |Lab_Sal ¥ |Analysi ¥ |Analyti ¥ |CAS NO | v |Analyte.¥
10456 16040009 ABC Laboratories Metals Lead
10456 16040001 ABC Laboratories Metals 7439-92-1  Lead
10456 16040523 ABC Laboratories TCLP Metals 7439-92-1 Lead
10456 16040525 ABC Laboratories Metals 7439-92-1  Lead
10456 16040525 ABC Laboratories TCLP Metals 7439-92-1 Lead
10456 16040523 ABC Laboratories Metals 7439-92-1  Lead
10456 16040008 ABC Laboratories Metals 7439-92-1  Lead
10456 16100001 ABC Laboratories Metals 7439-92-1  Lead
10456 16040002 ABC Laboratories Metals [:I Lead

Re-import the corrected EDD

Import Data Wizard u
1. Open Scribe
p . Scribe lmpon Data Wizard
2. Click File | Import | Custom Import
3. Click ‘Yes’ to Backup Now and name your e : —
. . . Choose the type of data ta import from the list below:
backup (e.g., ABC Landfill prior to Lab Result Data Category:
H Lab Result
Reimport) Exm N
4. Data Category Se|eCt Lab Results 2. Pick the data to import into Scribe:
g . & Import Data File browse.. |
5. Browse to the modified EDD file [E Sciibe Student FlesBL Lab Anaptical Results 002 .c5¥]
6. Select the UniversalEDD Script Name IT 2k Hon: =
3. Select or enter a new script name:
Script Name:
Un.o:aE00) <]
Scribe Template .mdb to process the data being imported. browse..
|C:\Program Files\Scribe\T emplate’scribe3. mdb
| Next >> | Help LCancel | Import |
Reset
Map Data To Import Eemoss
ap
7. Map Lab_Name to Laboratory Name Lt suls Impott Bold = oquied Fisld]
. Sciibe Fields [Destinatian) |Import Fields (Source] Desciiplion alaType
8. Click Next [Toa Conment i Connert o
[_|MDL_Units MDL_UNITS MDL Units et
MDL MDL ethod Detection Limit umeric
Maliz 1D atix D reported by Lab. | Text
Lab_Name Sboratoy Nams <> |Laboratory that performed the| Tex
b_Samp_No Lab_Samp_No Lab Sample Number et |
ab_Resul Qualiier _|Lab_Resul_Qualfier Result Dualfier as Reported |Text |=
ab_Coc_No Chain of Custody Number as [Test |
[_|Detected [Detested [ |Detected or Not Detected. | Tex
|| Comments Flesult Comments ent
CAS_NO CAS_NO Chemical Abstiact Number | Text
Analytical_Method Analytcal Method Lab Analylcal Method fie. | Text
Basis “wlet”for wel_weight basis [Text
i) le N, . rp Qrmn\n Numher for et _}]
[ Display field desciptions and deta types
ok [ her | tep | concel |[ tmpon
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Data To Be Imported

H ‘ ’ b Results # Records: 166

9. Scroll through and review the ‘Data To Be Imported VOUICE St oo R O e Jooed
. 015 J4BC Laboratories
10. Click Next 100 U AEC Laborsores
110] u 14BC Laboratories
] 14BC Laboratories

21 U 4BC Laboratories |

2 u ABC Laboratories
05 ] ABC Laboratories
250, ] 4BC Laboratories
47 ] ABC Laboratories
5 u 4BC Laboratories
18] ] IABC Laboratories

46/ 1] E i b

« I )

B
<« Back I Help |
—=——

Import Data Wizard

11. Click Add New data records AND Update existing data Roscy 1o et
records
12. Click Import ot Opoe

(_Add New data records,

(& i New data records AND Update ewisting data records.

Click Import to Finish.

<< Back ] | Help Cancel I Import I
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Scribe l_J-o—

13. Click No to ‘Import More Data’ - —
14. Note the LabResults Records Updated. The
LabResults should not indicate any new records were y ~  Finished!
added €Y' Import More Data?

15. Click No to Import More Data

Lab

16. Run Auditor. If all of the Warnings are addressed, you Scroe T Dt st e R =]

will get a ‘Passed’ Audit Result

Scribe.NET Data Audit Complete!

The Scribe.NET Data Auditing Wizard has successfully Audited your Scribe
Project Data.

Audit Result

AuditLog: ABC Landfill. mdb Datz Audit Results - 6-25-2018
12.16.13.csv

Explanation:
Your Scribe Project passed all Data Auditing Rules.

Network: Connected
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Exercise Six — Additional Practice with Scribe Tools
Exercise Objective: Run complex queries on a large data set.
Exercise Six — Section A: Using the Filtering and Advanced Query Tools

Use Custom Data Views, Filtering and the advanced query tool to answer the following questions:

A. How many Samples are still awaiting analysis?

B. What is the oldest sample date still awaiting analysis?

C. What is the highest Lead result in Soil?

D. How many Lab Results exceed the Action Levels?

E. How many Lab Results don’t have a matching sample number in the Samples section?

F. How many Soil samples were collected at the Stockpile Area sub-location?

G. How many Locations do not have a longitude coordinate properly filled out? Remember Longitude

should be a negative number!
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Exercise Seven — Advanced Importing and Troubleshooting
Exercise Seven — Section A: Import an existing custom import script (mapping)

Custom import scripts created in one Scribe project can be brought into other projects to eliminate the
need to re-create custom import mappings if the import file is the same. For example, a laboratory
provides an EDD similar to one that they would provide in another project. You have already created
the mappings for that EDD in one project. To save time, you can bring that mapping into your other

Scribe projects.

Before importing custom Import Scripts, start a new Scribe project. Refer to Exercise One for

instructions on creating a new Scribe Project.

Import a Custom Mapping:

Click File.

Select Import.

Select Templates.

Select Import Scripts.

Click on the No button when prompted to backup your
project.

Click Browse and select the

Student Import Project.MDB file from the

Scribe Student Files folder.

7. Click the Next button.

ardOE

o

8. Scroll through the list of Templates and put a check-mark in
the box next to Custom Imports — Lab Results [Al Lab
Inorganics].

9. Click the Import button.

10. Click the No button when Finished.
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Import Templates 'wizard (%)

Scribe lmport Templates Wizard

1. Select a Scrbe Pioject or Template File to Import From

”E "Scribe Student FileshF2L FileshStudent Imports Database. MDE I

2. Click the Mext Button below to select Templates to Impart

| Mest »> LCancel

Import Templates Wizard ||

Select Templates to Import

Tor lmport Templates, select fom the list below and Ciik the Import Buton
Custom Import - Events [defaull] ~
Custom Import - Instrument List [defaul]

Custarn Import - Lab Lit [defouk]

Custam Import - Lab Riesults [LP Fid3 Orgarics]

Custom Import - Lab Results [CLP Inorganics]

Custarm Import - Lab Riesuls [CLP Oigarice]

Custom Import - Lab Resuls [CLP ROZ Inorganics]

Custarn Import - Lab Reeaults [CLP FID2 Drgarics]

Custor Import - Lab Feaults [efaul]

| [ Custom Import - Lab Resuls [41 Lab Inorganics] ]

Custarm Import - Lab Hesubs [EFT/SERAS]

Custom Import - Lab Resuls [CLP R03 Inorganics]

Custarn Import - Matis List [defaul]

Custam Import - Mantoring Data [defaul]

Custom Import - Froperty Info [detaut] v

I Select Al

< Back Cancel | Import |

Scribe

b ] Finighed!
‘-—',/ Impart Mare Templates?

Yes | Mo I
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Exercise Seven — Section B: Import data using the A1 Lab Inorganics mapping script;
Interpret and fix import errors

Import Lab Result Data:

LA

o o

Click File in the menu at the top of the screen.

Select Import.

Select Custom Import.

Click on the No button when prompted to backup your
project.

Select Lab Results from the Data Category pick list.

Click Browse and select the A1 Lab Inorganics
LabEDD.csv file from the Scribe Student Files folder
as the Import Data File.

Select Al Lab Inorganics from the Script Name drop-
down list.

Click Next.

Notice that all of the fields are already mapped as a
result of using the imported A1 Lab Inorganics
mapping script.

10. Click Next.
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l Nest >> |

Scribe Import Data Wizard

1. Choose the type of data to impart from the list below:

Data Category:

|Lab Results L]

2. Pick the data to import into Scribe:

(¢ |mport Data File browse.. |
lC:\Scribe Student Files\A1 Lab Inorganics LabEDD. csv

Table Name:

| &

3. Select or enter a new script name:
Script Name:

41 Lab Inorganics L]

Scribe Template .mdb to process the data being imported.
[C:\Program Files (x86]\S cribe\T emplatescribe3.mdb

browse..

Help

LCancel I

Import Diata \fizard ||
Beset
Map Data To Import
Export Data
Map
Lab Results Import: Bold = Required Field(s)
Sciibe Fields (Destination) [Import Fields [Source) Description Data Type +
b |Samp_No GAMPLE_NAME - | § [Scibe/Field Sample Number | Test
Result_Units RESULT_UNIT Result Unit of measurement | Text
Analyte CHEMICAL_NAME | £nalyte/Paramater name fi.e. | Text
|_|Analpsis Analysis Lab Analysis [i.e VOCs] et
Basis WET_OF_DRY_BAGIS fel for wet_weight basis | Test
Result_[ualiiier VAUDATDFLE!UAUFIEF(E' Final AV alidated Result ext
Test_Type TEST_TYPE Type of test Le. “initial; | Text
|| SubSample_Amount_Unit | SUBSAMPLE_AMOUNT LI | Unit of measurement for Test
SubSample_Amount UESAMPLE_AMOUNT [Amount of sample used for | Mumeric

Lab_Location_ID TAT

N_ID Sample Location 1D reported | Text

Saniple_Type_Code AMPLE_TYPE_CODE

Code which di Tent

Dete_Ressived

AMPLE_RECEIPT_DATE| _|Date Samples Fieceived by | DateTime

Lab_Batch_No AMPLE_DEL_GROUP Lab Baloh Number Tent
ate_Collected SAMPLE_DATE Date Sample Colected as | DateTime
Result RESULT_VALUE Result [rumbet] retumed from| Numeric

Fesult_Typs_Code

RESULT_TYPE_CODE "TRG" for 2 target or regular | Text

Comments

RESULT_COMMENT Result Comments

MDL

Text
REPORTING_DETECTION Method Detection Limit

|| Reparting_Limit

Nurneric
REPORTING_DETECTIOH Reparting Limits as
FEEAETInIT SEonT (LS By —re—

¥ Display field descriptions and data types

<< Back Hext > I

Humesic
‘ T

Concel |

Help |
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11. Scribe reports some Import Errors. Scribe
12. Click OK. . _ _ _
Hl) Import Ermors: Some data will not be imported into Lab Besults
|mport Data Wizard B
13. Click the blue text labeled Click here to view the Data To Be Imported
Import Errors file.
14. Scribe launches an MS Excel file showing the — foni AR A et
records that produced the error. L — L ;
| |MB4S<3 MG/KG ARSENIC Metals G
MB4R<9 MGG BARIUM Metals G
MB4R=3 MGAKG CADMILM Metals G
|__|MB4B<S MGG CALCIUM Metals G
| |MB48<3 MGG CHROMIUM Metals G
MB4R<9 MGG COBALT Metals G
MB4T3 MGG COPFER Metals G
|__|MB4B<S MGG IROM Metals G
[ HGAKG LEAD [V 8 T
15 SCfO” to the fa‘r rlght Of the error flle untll you See a LuDe‘ae Import Errors: Some data will not be imported into Lab Results i
column titled Import Errors. The text should look Chck hete o view the imourt Enas ke,
similar to the information below. ook | Hed » Help |

The error can be interpreted in four steps —reading left to right:

Irmport Errors
*Irmwalid Diata Type'|fscribe Field: Result; fSource Field: RESULT WALLUE] Source data: --
*Irwalid Diata Type'|f=cribe Field: Result; f=ource Field: RESULT WALUE] Source data: --
*Irvalid Data Typef=cribe Field: Result;_ ource Field: RESULT “WALUE] Source data: --

a. Invalid Data Type —i.e., trying to put text in a numeric field, trying to put text in a date
field, etc.

b. Scribe Field — Identifies the field in Scribe that won't accept the data. You can review
the mapping screen to see what type of data that field expects (i.e., numeric, date, text,
etc).

c. Source Field — The column in the import spreadsheet that contains the invalid data.

d. — The actual data that is causing the error. In this case, there are dashes -
- (text) where scribe expects numbers.

Since the Al Lab Inorganics LabEDD contains dashes (text) in the column that is mapped to Scribe’s
result field (which is a numeric field), the EDD file (source file) needs to be modified to remove the
dashes, and then re-imported into Scribe. The result field can contain either numeric values or blank
records, therefore, removing the dashes and leaving blanks is acceptable to Scribe.
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16. Switch back to Scribe.
17. Cancel the current Scribe import.
18. Close the Lab Results Error File.

19. Open the Al Lab Inorganics LabEDD file in MS Excel, and remove the dashes from the
Result_Value column. (hint — sort the Result_Value column descending and the dashes will sort
to the top).

20. Repeat the import steps above (Step 1) to import the Al Lab Inorganics LabEDD file into Scribe.
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Exercise Eight — Additional Advanced Importing and Troubleshooting

Exercise Objective: In this Exercise, we will discuss more Advanced Custom Imports (e.g., how to import
Total and Dissolved Metals, importing Action Levels, deleting Lab Results without samples,etc.) and what to
look for to make sure that you are bringing in all of the data.

Exercise Eight — Section A: Primary Key Issues

When importing Lab Results, Scribe keys on four (4) primary key (blue) fields: Samp_No,
Result_Units, Analytes and Analysis to determine a unique record. When importing Total and
Dissolved (Filtered) Metal lab results, there is a potential issue with overwriting the previous import and
bringing in the additional set of data if these key fields are the same for both analyses. In this Section,
we will import Total Metals for a set of samples which is a partial set of results. The remaining
Dissolved Metals Results will be imported later.

Import an EDD of Total Metals Analysis:

1. Open the Exercise 8 Advanced Custom

. . . Scribe Import Data Wizard
Imports.mdb located in the Scribe Student Files P

C“Ck on Flle | |mp0l‘t | CUStom |mp0l"[ 1D,Ifh;oskelhe.typeofdatakoimportfromtheIistbelow:
2

2. Pick the data to import into Scribe:

Select ‘No’ to Backup

From the Data Category dropdown menu, select t@ Inpor Data il _ browse._|
Lab Resu ItS :\Scribe Student Files\ABC Lab Total Metals.csv
. Table Name:
| =]
Browse to the ABC Lab Total Metals.csv. ettt s e st e
. . ript Name:
Select the UniversalEDD Script Name. =l
. Scribe Template .mdb to process the data being imported. browse..
C I | Ck N eXt . |C:\Program Files (xB6)\S cribe\Template\scribe3.mdb
|I Next >> I Help ] LCancel | i
Click Next on the ‘Map Data to Import’ screen. e
Map Data To Import

C“Ck Next Exphollrggata

Lab Results Import: Bold = Required Field(s)
Scribe Fields (Destination] Imﬁon Fields (Source) Description Data Type »

p [Samp_No [Samp_No Scribe/Field Sample Number |Text
Result_Units Result_Units Result Unit of measurement | Text
Analyte Analyte Analyte/Paramater name (i.e. | Text J
Analysis Analysis Lab Analysis [ i.e VOCs) Text
Total_Or_Disolved Total_Or_Disolved "D" for dissolved o filtered | Text
Test_Type Test_Type Type of test (i.e. "initial"; Text
SubSample_Amount_Unit | SubSample_Amount_Unit Unit of measurement for Text
SubSample_Amount SubSample_Amount Amount of sample used for | Numeric

| [Sample_Type_Code Sample_Type_Code Code which distinguishes Text
L |Result_Type_Code Resul_Type Code | 1"TRG" for atarget of regular |Text
Result_Qualifier Result_Qualifier Final#Validated Result Test
Result Result Result [number] returned from|Numeric
Reporting_Limit_Units Reporting_Limit_Units Reporting Limit Units Text
Benarting Lt Benarting Limi Renndina | imits 4 Nimerie
Ki[E 2

[v Display field descriptions and data types

<< Back l Nest >> I Help | LCancel |
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10. Review to make sure your data is mapped

properly and make note the number of Lab Data To Be Imported
Results to be imported.

i | Lab Results # Records: 80
Samp_No Result_Units nalyte nalysis Total Pr_Disolv| ~
11 CIICk NeXt " [ p [TLITE-FY-GRAB-17( maskg Aﬁony ICP_MS T I

1LJE-FY-GRAB-17({ ma/kg Arsenic ICP_MS T
1LJ1E-FY-GRAB-17({ ma/kg Barium ICP_MS T
1LI1E-FY-GRAB-17( ma/ka Berylium ICP_MS T
1LIE-FY-GRAB-17(|ma/kag Cadmium ICP_MS T
TLIE-FY-GRAB-17({ ma/kg Chromium ICP_MS T
1LJE-FY-GRAB-17(| ma/kg Cobalt ICP_MS i
TLJ1E-FY-GRAB-17(| ma/kg Copper ICP_MS T
1LI1E-FY-GRAB-17( ma/ka Lead ICP_MS T
1LIE-FY-GRAB-17(| ma/kg Manganese ICP_MS T
TLIE-FY-GRAB-17({ ma/kg Nickel ICP_MS T

.—L1]LJ1E»FY-GRAB-1 70l maskg Selenium ICP_MS I J: i

4 »

Delete
<< Back |I Next >> I Help

Cancel ! Import I

Import Data Wizard

Ready To Import

12. Click Add New Data Records. o
.
13. Click Import. MND s et e s

Click Import to Finish.

LCancel |I Import I

Scribe S — &J
A
14. Click No to Import More Data. Note that the correct &) Finished! .
number of Lab Results were added. . ¥ Import More Data?

Yes | No

LabResults Records Added:{80 |
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15. Click on Lab Results under the Lab Resuls

Sample Management section in the |

navigation pane. ah Re
. ) | [Sample # s e ResublUnts ___{Tolal o Dissolve | Quafier | eb Qualfer)  MOL] ML Uni]Evert

16. Click on View | Select Columns. IRIBFVERABI]CPHS |Atinony Winghg |1 U ] 0016 mofkg et Sarplng
. 16ZY8FY-GRAB-T ICP_MS Arseric B8makg [T 0021 rnglkg]MetaIs Sampling
17. Put a checkmark in Total or IEBRVEREBTIP NG [Baum Bngks |1 008 kg MetdsSanping
Dissolved. 162Y8FY-GRAB-1|ICP_MS Berylum 0%mgky [T 0026 mglkg!MetaIs Samplg
16ZY8FY-GRAB-|ICP_MS Cadmium 0%mgkg |1 0032 mg/kg Metas Sampling
18. Move the Column to the right of 16ZY8FY-GRAB-1 ICP_MS Chiomium Wmgkg | 0033 mg/kg]MetaIsSampl{ng
‘Units’ 1E2YBFY-GRAB-|ICP_MS Cobat Thimgkg T 0017 motkg|Metels Samplng
: 16Z/8FY-GRAB-1 ICP_MS Copper Bllmgkg |1 0028 moko|Metals Samplng
. 16ZY8FY-GRAB-1 ICP_MS Lead Wimghkg |1 001 ma/ka|Metals Sampling
19. Click on Save Layout. TZRNGRETIEN  Hagwes kg |1 0 mg/kg}MetalsSampI\'ng
16ZY8FY-GRAB-T ICP_MS Nickel Bimgkg T 0016 moko|Metals Samplng
20. Enter a Layout name (e.g. Total RORVGRBTIF IS ok Togks | TR T8 oohqllekSawi
and Dissolved Metals). TCHRERBTIP NS [ohe kg |1 | 0016 ngla el Sanpng
. EZ/BFYRAB-1 P S Thelhan Whakg |1 [ ] 0011 kg MetsSaning
21. Verify that 80 Total Metals lab TG HE Ve Bihy |1 002, g Hea Snging
results were imported. 162/BFY-GRAB-T|ICP_MS Zinc Mmgkg |1 01 my/kg[Metds Samplng
THNEG-LOT-GRAE]ICP M5 Anfimony Ulmghg [T I+ 007 mglkg}MetaIs Sanping
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Exercise Eight — Section A walked us through importing the Total Metals EDD we received from ABC
Labs. In this exercise, we received a second EDD from the lab for the same set of samples and want
to import our Dissolved Metals lab results.

Import an EDD of Dissolved Metals using the Lab Results Import Data Category:

1. Click on File | Import | Custom Import. Import Dat Wizard H

2. Select ‘Yes’ to Backup and give it a
name (e.g. Backup Prior to Dissolved
Metals Import).

Scribe Import Data Wizard

1. Choose the type of data to import from the list below:

Data Category:

3. From the Data Category dropdown [Lob Resi E|
menu, select Lab Results.

2. Pick the data to import into Scribe:

i & Import Data File MRS
4 ' B rowse to th e AB C L ab D ISSO I Ved IC:\Scribe Student Files\ABC Lab Dissolved Metals.csv
Metal S.CSV. lT-ab\e Name: —J
Select UniversalEDD in the Script Name e
; Script Name:
C“Ck Next. UniversalEDD —v_,
Scribe Template .mdb to process the data being imported. browse.. |

|C:\Program Files (x86)\S cribe\T emplate’scribe3.mdb

I Next >> I Help I LCancel |

7. Click Next on the “Map Data to Import” | Best
screen. Map Data To Import E"‘Dﬁi’;gala

Lab Results Import: Bold = Required Field(s)

Scribe Fields [Destination] |Import Fields (Source) Description Data Type
Samp_No <> [Seribe/Field Sample Number |Text
Result_Units Result_Units Result Unit of measurement | Text
Analyte Analyte Analyte/Paramater name [i.e. | Text
Analysis Analysis Lab &nalysis [ i.e VOCs) Text
Total_Or_Disolved Total_Or_Disolved "D" for dissolved o filtered | Text
Test_Type Test_Type Type of test [i.e. "initial"; Text
SubSample_Amount_Unit | SubSample_amount_Unit Unit of measurement for Text
SubSample_Amount SubSample_smount Amount of sample used for | Numeric
Sample_Type_Code Sample_Type_Code Code which distinguishes Text
Result_Type_Code Result_Type_Code "TRG" for a target or regular | Text
Result_Qualifier Result_Qualifier Final/validated Result Text

Result Result Result (number] retumned from| Numeric
Reporting_Limit_Units Reporting_Limit_Units Reporting Limit Units Text
Benarting |irit Benarting Limit Renartinn | imits ac Nimerie T

1 i

[v Display field descriptions and data types

<< Back II Next >> l Help | Cancel | mpoit |
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8. Review to make sure your data is mapped
properly and make note the number of Lab
Results to be imported.

9. Click Next.

10. Click Add New Data records. We don’t want
to select ‘Update Records’ because we want
both sets of results in the database. The
Update option would replace the first import of

the ‘Total’ results.
11.
12.

Click Import.

Note that no new LabResult records were
added.

13. Click No to Import More Data.**

14. Click on Lab Results under the Sample

Management in the navigation pane.

15. Select the Total and Dissolved Layout.

**Note: The 80 Dissolved Metal results were not
imported. In the Lab Results import, Scribe keys
on four (4) Primary Key fields: Sample Number;
Analysis, Analyte and Units. By using the Lab
Results import for the Dissolved Metals, there
was nothing unique to what was already in Scribe.
Therefore, no new records were added.

ERT Support: 800-999-6990
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tmpor Dota wierd N )

Data To Be Imported

ords. 8

|__|Samp_No Result_Units Analyte | Analysis Tolj_Dl Disolvi
1LJ1E-FY-GR&B-17(|ma/kg Antimony ICP_MS D
1LJE-FY-GRAB-17(|ma/kg Arsenic ICP_MS D
1LJ1E-FY-GRAB-17(| ma/kg Barium ICP_MS D
1LJ1E-FY-GRAB-17(|ma/kg Beryliium ICP_MS D
1LJ1E-FY-GRAB-17(|ma/kg Cadmium ICP_MS D
1LJ1E-FY-GRAB-17(| ma/kg Chromium ICP_MS D
1LNE-FY-GRAB-17(|ma/kg Cobalt ICP_MS D
1LJ1E-FY-GRAB-17(|ma/kg Copper ICP_MS D
1LJ1E-FY-GRAB-17(| ma/kg Lead ICP_MS D
1LJ1E-FY-GRAB-17({ mg/kg Manganese ICP_MS D
1LJ1E-FY-GRAB-17(|mg/kg Nickel ICP_MS D
1LIE-FY-GRAB-17(| mg/kg Selenium ICP_MS D >

1N R

Delete
<< Back |I Next >> I

Help

Ready To Import

Import Options

*_Add New data records.

" Add New data records AND Update existing data records.

Scribe

Finished!
Import More Data?

| LabResults Records Added: 0 |

<< Back | Hep | Gancel [ 1mpont II
Lab Results e ite Save Layout | Layout: |Totala

Summary | Lab Results

ALL Lab Results: 80

| |Sample # [nalysis Analyte Resul Qualiier __|L: it
162YB-FY-GRAB-1|ICP_MS Antimony 0.71|ma/kg | matkg T
162Y8-FY-GRAB-1|ICP_MS Arsenic 8.6/ma’kg 0.021| ma/kg T
162Y8FY-GRAB-1|ICP_MS Barium 108|mg/kg 0.078] ma/kg T
| |162YBFY-GRAB-1|ICP_MS Berylium 0.5/ mgrka 0026 mo/kgT
162Y5FY-GRAB- [ICP_MS Cadrmium 059 markg 002 mokdT
162Y8-FY-GRAB-1|ICP_MS Chromium TB\rﬂglkg 0.033 ma’kg T
162Y8FY-GRAB-1|ICP_MS Cobalt 7.5/mgrkg 0017|  makgT
16ZY8FY-GRAB-1|ICP_MS Copper 26.1|mgrka 0025 mgikgT
EZYBFY-GRAB | ICP_MS Lead 272/ mafka 0014 mokdT
162Y8FY-GRAB-1|ICP_MS M 438/ ma/ka D.Ulq mg/kg T
162Y8FY-GRAB-1|ICP_MS Nickel 15/markg 0016]  mo/kgT
162Y8FY-GRAB-1|ICP_MS Selenium 1.8{marka U J 028 mgkgT
1EZYBFY-GRAB-1|ICP_MS Silver 013/mg/ka J J 0.016| mg/kg T
16ZY8-FY-GRAB-1|ICP_MS Thalium 0.22|mg/kg J J 0om mgkg T
162Y8-FY-GRAB-1|ICP_MS anadium 23.2|ma/kg 0.021 ma/kg T
| |162vBFY-GRAB-1|ICP_MS Zinc 134|mg/kg 01 makg T
THNEQ-LOT-GRAE|ICP_MS Antimony 21imaka I+ 0017 mokdT
1HNEQ-LOT-GRAE|ICP_MS Arsenic 10.1{mg/ka J 0.023 mgkg T
THNEQ-LOT-GRAE|ICP_MS Barium 347|mgkg 0083 mokgT
| |THNEQ-LOT-GRAE|ICP_MS Berylium 1.2/mg/ka 0.028] markg T
|| 1HNEQ-LOT-GRAE|ICP_MS Cadnmium 33|mgrka 0034 makg T
THNEQ-LOT-GRAE|ICP_MS Chromium 27.4|mg/kg 0,035 mg/kd T
THNEQ-LOT-GRAE[ICP_MS Cobalt 9.1|markg 0018 makg T
| |THNEQ-LOT-GRAE|ICP_MS Copper 595/ marka 0.028] ma/kg T
JHNEQ-LOT-GRAEIICP MS Lead 2660/ ma/ka D 0.3 makd T
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The above import walked us through importing the Dissolved Metals EDD we received from ABC Labs
using the Lab Results Import and Add New Data Records. That import resulted in no new records
being added. In this exercise, we will walk through using the ‘Lab Results Total or Dissolved’ Data
Category and Add New Data Records.

Import an EDD of Dissolved Metals Using the Lab Results Total or Dissolved Data Category:

1.
2.
3.

6.

Click on File | Import | Custom Import.
Select ‘No’ to Backup.

From the Data Category dropdown menu,
select Lab Results Total or Dissolved.

Click browse and select the ABC Lab
Dissolved Metals.csv file from the Scribe
Student Files folder.

Click Next.

Click Next on the “Map Data to Import”
screen.

ERT Support: 800-999-6990

Import Data Wizard

Scribe Import Data Wizard

1. Choose the type of data to import from the list below:

Data Category:

|Lah Results Total or Dissolved

2. Pick the data to import into Scribe:
& |mport Data File

DN

[E:\Scnbe Student Files\4BC Lab Dissolved Metal

ls.csv)

Table Name:

3. Select or enter a new script name:

Script Name:

fdetautt | =~

Scribe Template .mdb to process the data being imported.

browse.. |

|C:\Program Files (x86]\S cribe’\T emplatehscribe3. mdb

] Next >> I Help Cancel
Import Data Wizard H
Reset
Map Data To Import

Export Data
Map

old = Required Field(s)

Lab Results Total or Dissolved Import:

Wmport Fields (Sowce) ) | Description Data Type A
otal Or Disolve ;Mﬁd_] » ["D" for dissolved or filtered | Text
Samp_No Samp_No Scribe/Field Sample Number | Text
Result_Units Result_Units Result Unit of measurement | Text
Analyte Analyte Analyte/Paramater name [i.e. | Text
Analysis Analysis Lab Analysis [ i.e YOCs) Text
Test_Type Test_Type Type of test [i.e. "initial"; Text
SubSample_Amount_Unit | SubSample_smount_Unit Unit of measurement for Text
SubSample_smount SubSample_Amount Amount of sample used for | Numeric
Sample_Type_Code Sample_Type_Code Code which distinguishes | Text
Result_Type_Code Result_Type_Code "TRG" for a target or reqular | Text
Result_Qualifier Result_Qualifier Final/Validated Result Text
Result Result Result [number) retumed from| Numeric
Reporting_Limit_Units Reporting_Limit_Units Reporting Limit Units Text
B it Nimerie | ¥

[V Display field descriptions and data types

<< Back II Next >> I

Help |

Benatting | imit Rennrtina | imite as
4

Cancel | |
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Import Data Wizard H
7. Review to make sure your data is mapped Data To Be Imported
properly and make note of the number of Lab
Results to be imported. - .
| |Total Or_Disolved |Samp_No Result_Units Analyte [Analysis ~
. i TLIEFY-GRAB-17( [ ma/kg Anfimary [TCP_MS
8. Click Next. b LHEFY-GRAB-T7( [ ma/kg Arsenic [ICP_MS
D 1LIE-FY-GRAB-17( ma/kg Barium |ICP_MS
D 1LJ1E-FY-GRAB-17(| ma/kg Beryllium |ICP_MS
D 1LI1E-FY-GRAB-17(| ma/kg Cadmium |ICP_MS
D 1LI1E-FY-GRAB-17(| ma/kg Chromium ICP_MS
1LJ1E-FY-GRAB-17(/ maskg Cobalt ICP_M
1LJ1E-FY-GRAB-17(| maskg Copper ICP_M
) TLIEFY-GRAB-17([ma/kg Lead ICP_M
| TLIE-FY-GRAB-17(| ma’kg tManganese |1CP_M
D 1LIE-FY-GRAB-17( ma/kg Nickel |ICP_MS
1LIE-FY-GRAB-17(| ma/kg Selenium |ICP_MS v
‘ 2

Delete
<< Back | Next >> | Help

Import Data Wizard H

Ready To Import
9. Click Add New Data records

10. Click Import. Inpor Options

(" Add New data records AND Update existing data records.

Click Import to Finish.

<< Back

LCancel I Import I

11. Note that the correct number of Lab Results were Ready To Import
added.

12.. Click No to Import More Data.

Click Import to Finish.

,0' Finished!
/ ?
ED import ore st
< Back | | tep | Carcel || tmport

Yes I No
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13. Click on Lab Results in the navigation pane.
14. Select the Total and Dissolved Metals layout.
15. Verify that there are Total and Dissolved Metals lab results.

Summary | Lab Results |

Sample # Analysis Analyte Result| Units Total or Dissolved | Qualifier  |Lab Qualifier | MDL| MDL Units| Event

162YE-FY-GRAB-1|ICP_MS Antimony 0.71mgrkg T ] J 0.016 makg) Metals Sampling
16ZYE-FY-GRAB-1|ICP_MS Antimony 0.71|ma/kg D ] J 0.016 mg/kg|Metals Sampling
162Y8-FY-GRAB-1|ICP_MS Arsenic 8.6/mg/ka T 0.021 maska| Metals Sampling
162Y8-FY-GRAB-1|ICP_MS Arsenic 8.6/ma/ka D 0.021 maska| Metals Sampling
162YE-FY-GRAB-1|ICP_MS Barium 108/ ma/ka T 0.078 makg) Metals Sampling
162YE-FY-GRAB-1|ICP_MS Barium 108/ ma/ka D 0.078 makg) Metals Sampling
162YB-FY-GRAB-1|ICP_MS Berylium 0.55/mgrkg T 0.026 makg) Metals Sampling
162YE-FY-GRAB-1|ICP_MS Berylium 0.55/mg/kg D 0.026 makg) Metals Sampling
162YE-FY-GRAB-1|ICP_MS Cadmium 059/ mgrkg T 0032 makg) Metals Sampling
@B-F‘(-GRABJ ICP_MS Cadrmium (1.59/ma‘kg & 0.032 mg/kgMetalsSampIing
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Exercise Eight — Section B: Unmatched Lab Results

In this exercise, you will import additional Lab Results and run the Lab Results without Samples
guery (Custom Data Views). This query should be used after each Lab Results import to verify if the
Lab Results imported have a matching sample in the project. There are valid reasons why an EDD
may contain results for samples that are not in the project. For example lab generated QC samples.

Click on File | Import | Custom Import. Import Data Wizard 1
¢ ’
Select ‘No’ to Backup. Scribe Import Data Wizard
SeIeCt L ab Res u Its from the Data Categ Ory 1. Choose the type of data to import from the list below:
3 Category:
dropdown menu. fpsias 5
4. Browse to the Scribe Student Files and select 2 Pk the detatompot o s :
. * Import Data File browse..
ABC Lab PCB Soil Results. [C:528C Lab PLB Soil Aesults.csv
Table Name:
: , | =
Select the UniversalEDD Script Name.
3. Select or enter a new script name:
. Scrpt Name:
CIle Next_ |UniversalEDD ~|
Scribe Template .mdb to process the data being imported. browse..
|C:\Program Files (x86)\Scribe’ T emplate’scribe3. mdb
Help Cancel |
Import Data Wizard a
Reset
Map Data To Import Ei
. Export Data
7. Map the Result_Units and Samp_No Import Mep
FleIdS Lab Results Import: Bold = Required Field(s)
Scribe Fields (Destination] |Import Fields [Source) Description Data Type A
. @ ” Analyte ANALYTE Analyte/Paramater name [i.e. | Text
8. CIle Next on the Map Data tO |mp0rt |__|Analysis Analysis Lab Analysis [i.e VOCs) Text
Result_Units Runits Result Unit of measurement | Text
Screen . | #|Samp_No ‘Eamgle Number |~ 7| Sciibe/Field Sample Number | Text
Result_Qualifier Result_Qualifier Final/Validated Result Text
Result Result Result (number) retuned from| Numeric
Reportable_Result REPORTABLE_RESULT "Yes' for results which are | Text
MDL_Units MDL_UNITS MDL Units Test
|__|MDL MOL Method Detection Limit Numeric
|__|Lab_Result_Qualiier Lab_Result_Qualiier Result Qualiier as Reported | Text
| |Lab_Name LAB_NAME Laboratory that performed the| Text
| _|Lab_Batch No Lab_Batch_No | |Lab Batch Number Text
D
. Method Ay thod
[v Display field descriptions and data types
<< Back | Nest >> | Help | LCancel | |
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9. Review to make sure your data is mapped
properly and make note of the number of Lab

Results to be imported.

10. Click Add New data records.

11. Click Import.

12. Note that the correct number of Lab Results
were added. Click No to Import More Data.

ERT Support: 800-999-6990
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Import Data Wizard d

Data To Be Imported

Lab Results # Records: 56

|__|Samp_No Result_Units Analpte Analysis Result_Qualifier A
| »|S5_0006 maska Aroclor 1016 |PCBs u
SS_0006 ma/kg Aroclor 1221 |PCBs u
|__|SS_0008 mg/kg Aroclor 1232 |PCBs u
55_0006 ma/kg Aroclor 1242 |PCBs u
SS_0006 ma/kg Aroclor 1248 |PCBs u
|__|SS_000s ma/kg Aroclor 1254 |PCBs
|__|SS_0008 ma/kg Aroclor 1260 |PCBs u
SS_0007 ma/kg Aroclor 1016 |PCBs u
|__|SS_0007 mg/kg Aroclor 1221 |PCBs u
|__|S5_0007 ma/kg Aroclor 1232 |PCBs u
SS_0007 maskg Aroclor 1242 |PCBs u
§5_0007 ma/kg Aroclor 1248 |PCBs u v

4

Delete
<< Back | Next >> | Help

i Cancel |

<< Back I Mex l Help ‘ Cancel || Import I

' Add New data records,

Ready To Import

Import Options

(" Add New data records AND Update existing data records.

Scribe
Finished!
Import More Data?

I LabResults Records Added: 55'
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JE3 Custom Data Views |

13. Click on LabResults Without Samples under Custom Data :27’7 gztt'z’;;g'lg'_sl_":gh LabFizsuls

Views in the navigation pane. Note that all 56 Lab Results | | F7 Data For GIS-Morioring
appear in the query, indicating that they do not have a I 7 EDD for GIS-Monitoring Data
matching sample in this project. % 47 EDD for GIS-Sampiing Data
----- /7 LabResults Analyte/Units QC

----- /¥ LabResults Crosstab

----- /7 LabResults Crosstab with Qualifier
----- ¥ LabResults with Sampling E vents
|}7 LabResults Without Samples I

----- ¥ Samples Without LabResults

;7 Water Quality Sampling Data

The Sample Number in the PCB Lab Results import did not match the Scribe Sample Number. The
Lab Reported the Sample Number with an underscore ‘ ’ . The Scribe Sample Number has a dash ‘-

abResults Without Samples
Samp_No Date_Anal|Matrixz_ID Analysis Analyte Result Result_Units
[ 3 0006 10/19/200 PCBs Aroclor 1016 ma/ka
S5_0006 10/13/200 PCBs Aroclor 1221 mg/kg
S5_0006 10/13/200 PCBs Aroclor 1232 mg/kg
SS_0006 10/19/20( PCBs Aroclor 1242 ma’kg
SS_0006 104134200 PCBs Aroclor 1248 ma/kg
SS 0006 104197200 PCBs Aroclor 1254 0.81 ma/kg
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In this exercise, we will determine which EDD File had the incorrect Sample Number(s), delete those
records from the Scribe project, correct the Lab EDD and reimport the lab results into Scribe.

As discussed in Section A, Scribe keys on four primary fields: Sample Number; Analysis, Analyte
and Units. Since Sample # is part of the primary key, if we do not delete the incorrect records from the
project, Scribe will bring in the new records and we will have both sets of data in the project.

Find and Remove Lab Results with the Incorrect Sample Numbers:

1. Click on Lab Results under Sample Management in the navigation 1 Sample Management
Ok £} Samples
[ Chain of Custody

2. On the Tool Bar, click on View | Select Columns. &3 Monitoring Data

&b Print Export |5 View || & Edit

Load Layout

Select Columns

Save Layout

Check Columns To Display

Detected A

3. Scroll down and put a checkmark in the Dilution, Factor

EDD_File_Name.
- - EDD_File_Name Cancel

ElevDatum =

ElevMethod

. v| Event

4. Click OK. Extraction_Method

Final_Volume

Final_Yolume_Unit

GeoMethod

GeoScale

GPS_Collected_By

GPS_Comment

| GPS_CorrectionType

GPS_Date

GPS_PDOP v [~ Selectall
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5. Scroll over and look through the EDD Filename column until you see ABC Lab PCB Sall
Results.csv. Right-click and select ‘Filter For ABC Lab PCB Soil Results.csv'.

Qualifier Lab Qualifier MDL| MDL Units] EDD_File_Name
1] 1] 0.0311 mg/kg|ABC Lab PCE Soil Results.csv
U U 0.0311 maskg 2 7
U U 00311 ko Filter For ABC Lab PCB Soil Results.csv
U ] 0.0311 ma/kg Remove Filter
U U 0.0311 maskg
0.0171 maskg Sort Ascending
L u 0.017 ma/kg Sort Descending
U 0.0302 ma’kg
6. On the Tool Bar, click on Select | Select All I‘/Se'e‘t I
SelectAll
Invert Selection
7. Click the Delete key. Answer Yes. Clear All

Correct Samples #'s in the EDD

1. Open the Scribe S_tudent Files and br.owse to the Sample Number Location.Matrix.AnaiysisbAnaIYte .Result 'Runits
gBC Il_aﬁI PCE: SO|II Results EDD. Highlight the 55 0006 Rl Solid PCBs Aroclor1016 p—_
ample Number column 5S_0006 R1 Solid PCBs  Aroclor 1221 mg/kg
2. Rename the EDD indicating it was corrected, 55 0006 R1 Solid PCBs  Aroclor1232 mg/kg
therefore leaving the integrity of the original EDD.  |lss 000 Rl Solid PCBs  Aroclor 1242 mg/kg
SS_0006 R1 Solid PCBs  Aroclor 1248 mg/kg
55 0006 R1 Solid PCBs  Aroclor1254  0.81 mg/kg
] ] Find and Replace ? X
3. Click on Find | Replace
4. Enter Find What with SS_. S et
. Find what: SS, v
5. Enter Replace with SS-. S =
Replace with: | SS- v
6. Click Replace All.
Options >>
7. Save the File.
Replace Find All Close
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Import Corrected EDD

Open up Scribe.

Click on Import | Custom Import.

Click No to backup.

Select Lab Results from the Data Category.

Open the Scribe Student Files and browse to the ABC Lab PCB Soil Results EDD.
Select UniversalEDD.

Map the Data.

Verify the correct data is being imported with the correct number of samples.

© 0o N o gk wDbdE

Click Import.
. Click Add New data records.
. Verify that 56 records were imported.

=
N B O

. Under Custom Data Views, click the Lab Results without Samples query.

[N
w

. Verify that there are no longer any Lab Results Without Samples.
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In this exercise, we will be importing Latitude and Longitude to the Sampling Locations in Scribe. This
exercise will include interpreting the import errors, correcting the Location Import EDD and reimporting

the correctly formatted latitude and longitude.

Click on File | Import | Custom Import.
Select Sampling Locations as the Data Category.

Open the Scribe Student Files and browse to the
Location Update Import deg min sec EDD file.

ScriptName of default.

Click Next.

6. Map the Import Fields. Note: Since the Import Field
names matched exactly to the Scribe Field names,
Scribe automatically maps them in.

7. Click Next.

8. Click OK when the Import Errors window appears.

ERT Support: 800-999-6990

Import Data Wizard

Data Category:

Sampling Locations

2. Pick the data to import into Scribe:
(¢ Import Data File

Scribe Import Data Wizard

1. Choose the type of data to import from the list belaw:

[chrowse]
IC \Scribe Student Files\Location Update Import deg min sec.

Table Name:

3. Select or enter a new script name:

Script Name:

default LI

Scribe Template .mdb to process the data being imported.

browse..

|C:\Program Files (x86)\Scribe\T emplate\scribe3. mdb

I Next >> | Help

LCancel I

Map Data To Import

Reset
Export Data
Map

|v Display field descriptions

and data types

<< Back ] Next >> | Help |

LCancel | Impc

Sampling Locations Import: Bold = Required Field(s)
| |Scribe Fields (Destination] {Import Fields (Source Description |Data Type
Location Location ~ | » [Sampling Location |Text
PropertylD PropertylD Property D (FK) | Text
Longitude Longitude Longitude | Numeric
LocationDescription LocationDescription Location Description further | Text
| |Latitude Latitude Latitude: | Numeric:
Altitude Altitude | Numeric
Coord_Sys_Desc Coordinate system | Text
Datum Geoposttioning datum | Text
Easting Easting | Numeric
ElevDatum Datum used to determine the | Text
ElevMethod Method used to determine | Text
| |GeoMethod Geopositioning method used | Text
GeoScale Scale of the map or phato | Text
GPS Collected By Follartor nf GPS Nata | Tevt
] 2l

A

v

Scribe

Locations

X

'0' Import Errors, Source data can not be imported into Sampling

Page 71



US EPA Environmental Response Team
Comprehensive Training Manual for Scribe v3.10

9. Note that no Sampling Locations are Import Data Wizard = |
displayed.
i - . Data To Be Imported
10. Click on “Click here to view the Import
1 ”
Er r 0 rS fl | e : Sampling Locations # Records: 0
[Location [PropertylD | Longitude] LocationDescription Latitudk
KT I i
i Import Errors. Source data can not be i dinto S ling L i
M [ Click here to view the Import Errors ﬁle.]
<< Back | Next >> | Help I I

Scroll to the right to interpret the Import Error: Invalid Data Type indicates that text is mapped to a
numeric field in Scribe.

The follov.l'ing data will not be imported for Sampling Locations:

site_no Location Property Longitud Locationl Latitude Import Errors

ABCD HOO1-F  HO01 122°27'3 FrontYar 37°42'32|*Invalid Data Type* Scribe Field: Longitude; Source Field: Longitude; Source data: 122° 27' 39.8874" W *Invalid Data Type* Scribe Field: Latitude; Source Field: Latitude; Source data: 37° 42' 32.2014" N
i pe* Scribe Eield: | angitude: Saurce Eield: Langitude; Saurce data: 122° 27" LAYV i pe* Scribe Eiald: L atitude; Saurce Eield: de; Saurce data: 37°42' 21 302"

ABCD HOO1-R  HOO1 122°27'4 Back Yarc 37°42'31L%a dn 40 ALZIn dn

Note that the Degree Symbol (°) and Quote Symbol (*) exist in the data from the import spreadsheet.
These are text characters and cannot be imported to Scribe’s Latitude/Longitude fields.

ERT Support: 800-999-6990 Page 72



US EPA Environmental Response Team
Comprehensive Training Manual for Scribe v3.10

In this Exercise, we will open up the Sampling Locations Update EDD and convert the Degrees,

Minutes and Seconds to Decimal Degree using a formul

Converting Latitude:

a in Excel.

1. Browse to the Scribe Student Files and open the Location Update Import deg min sec.csv.

2. Add six (6) blank columns after Latitude.
3. Highlight the Latitude column.
4. On the Ribbon, click on Data | Text to Columns.

Formulas Review

Q Tell me what you want to do...

= D ® 4 Y A |E e
= o 2l [a]Z] El=
Get External New fj e Sort Filter Text to B-B
Data ~ Q - A 4 Col — ==
ata uery D}. AT A~L Y/ e olumns =7 fr"
Get & Transform Connections Sort & Filter Data Tools

5. Select Fixed width and Next.

Convert Text to Columns Wizard - Step 1 of 3

The Text Wizard has determined that your data is Fixed Width.

If this is correct, choose Next, or choose the data type that best describes your data.
Original data type

Choose the file type that best describes your data:
- Characters such as commas or tabs separate each field.

th| - Fields are aligned in columns with spaces between each field.

Zzz2

Cancel

6. Create a break line to separate the text from the
#s. Textincludes: °, ‘, “or N.

7. Click Finish.

Convert Text to Columns Wizard - Step 2 of 3

This screen lets you set field widths (column breaks).
Lines with arrows signify a column break.

To CREATE a break line, click at the desired position.
To DELETE a break line, double click on the line,
To MOVE a break line, click and drag it.

Data preview

N

.2014"
.€908[" "
2.2704|""
2.2884['| N

1
=

Cancel < Back
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Notice that the text and numbers are now in their own column.

A B C D E F G H I
Location vLocationD.PropertyllLatitude - . -
HOO1-F Front Yarc HOO1 37|° 42" 32.2014 "
HOO01-R Back Yard HOO01 37|° 42" 31.6908 "

The spreadsheet will now look like this

8. Delete columns E, G, | and J which contain the text that needs to be removed.

Convert Latitude from Degrees, Minutes Seconds to Decimal:

1. Insert a column before Longitude and in column G, type the following formula:

=+D2+E2/60+F2/3600

A | B ¢ | D E F G H |
1 |Location LocationD Propertyll Latitude Longitude
2 [HO01-F  FrontYarcHoO1 | 371 82| 32.2014]=+024£2/60+72/3600 [122° 27 39.8874" w
3 |HO01-R  Back Yard H001 37 42 316908 122°27'40.5252" W

2. Hit the Enter key to apply the formula.

A | B | ¢ D | E | F G H

1 |Location LocationD Propertyli Latitude
2 |Hoo1-F  Front YarcHoo1
3 |HO01-R  Back Yard HO001
4 |HO01-W Water We H001

37
37
37

42
42

22 322014
31.6908
32.2704

Longitude

37.70894483_'122" 27'39.8874" W

122° 27'40.5252" W
122°27'40.284 "W

3. To copy the formula to the other cells in the column, highlight cell G2 and hover in the lower right
side of the cell until a ‘solid’ black + (plus) sign appears. Double-click it.

| A | B c |
Location LocationD Propertyii Latitude
HO001-F  Front Yarc HOO1
HO01-R  Back Yard H0O01
HO001-W Water We H001
H002-F  Front Yarc H002
HO02-R  Back Yard H002
H002-W  Water We H002
HO03-F  Front Yarc HO03
HO03-R  Back Yard H003
H003-W  Water We H003
H004-F  Front Yarc HO04
HO04-R  Back Yard H004
H004-W  Water We H004

W N oW B W -

REE=)

o

14 |HO05-F  Front Yarc HO05
15[H005-R  Back Yard H005
16 [HO05-W  Water We H005

D

37
37
37
37
37
37
37
37
37
37
37
37
37
37
37

42
42
42
42
42
42
42
42
42
42
42
42
42
42
42

H |

Longitude

32.2014

37.70894483122° 27' 39.8874" W

31.6908
32.2704
32.2884
32.8068
32.1984
31.8918
31.3842
31.9494
31.6686
32.1876
31.5936
30.3948

29.811
30.5172

122° 27'40.5252" W
122°27'40.284 "W
122° 27'39.1386" W
122°27'38.487 "W
122° 27'39.0306" W
122° 27'39.4014" W
122° 27'40.0212" W
122° 27'39.5022" W
122° 27' 38.1996" W
122° 27' 37.5084" W
122° 27'38.1924" W
122°27'37.26 "W
122° 27'37.9434" W
122° 27'37.3098" W
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| A B C D | B | F G H ]
1 |Location LocationD Propertyli Latitude Longitude
4., nghllg ht the values in 2 |H001-F  Front Yarc HOO1 37 42 32.2014 37.708944831122° 27' 39.8874" W
. 3 |[HO01-R  Back Yard HOO1 37 42 31.6908 37.7088031122° 27' 40.5252" W
Column G and click 4 [HO01-W  Water We HOO1 37 42 32.2704 37.7089644122° 27'40.284 " W
Co py 5 |H002-F  Front Yarc H002 37 42 32.2884 37.708969{122° 27' 39.1386" W
' 6 |H002-R  Back Yard H002 37 42 32.8068 37.709113122° 27'38.487 "W
7 |Hoo2-w  water we Ho02 37 42 32.1984] 37.7089441122° 27' 39.0306" W
& |H003-F  Front Yarc HO03 37 42 31.8918 37.708858831122° 27' 39.4014" W
9 |H003-R  Back Yard H003 37 42 31.3842) 37.70871783]122° 27' 40.0212" W
10 |H003-W  Water We H003 37 42 31.9494 37.708874831122° 27' 39.5022" W
11|H004-F  Front Yarc HO04 37 42 31.6686) 37.708796831122° 27' 38.1996" W
12 |HO04-R  Back Yard HO04 37 42 32.1876) 37.708941{122° 27' 37.5084" W
13 |H004-W  Water We H004 37 42 31.5936 37.708776{122° 27' 38.1924" W
14 |H005-F  Front Yarc HO0S 37 42 30.3948 37.708443{122° 27'37.26 "W
15|H005-R  Back Yard H005 37 42 29.811 37.708280831122° 27' 37.9434" W
16 |HO05-W  Water We H005 37 42 305172 37.7084771122° 27' 37.3098" W

5. Click in Cell D2, right-click, select Paste Special and select Values.

Paste Special ? x
3% Cut

(O All using Source theme
(O All except borders
O Column widths

E® Copy

L

D PaSte OPtIOHS: (O Formats (O Formulas and number formats
P = = o = O O gor‘nmeAnts (O Values and number formats
f 28 % 4 O validation All merging conditional formats
- e
D 123 X m 5 D Joperation
2 @ None O Multiply

Paste Special.. B O Aaa O Divide
O Subtract
[] skip blanks [] Transpose

A | B | ¢ | D ESIE
1 jLocatibn LocationD PropertylijLatitude Longitude

2 |HOO1-F  Front Yarc HO01 37.70894483 122° 27' 39.8874" W

6. Click OK. Make sure the Column D 3 |HO01-R  Back Yard HOO1 37.708803 122° 27' 40.5252" W

heading is Latitude 4 |HO01-W  Water We HOO1 37.708964 122° 27'40.284 "W

g9 : 5 |H002-F  Front Yarc H002 37.708969 122° 27' 39.1386" W

6 |H002-R  Back Yard H002 37.709113 122° 27'38.487 "W

7 |H002-W  Water We H002 37.708944 122° 27' 39.0306" W

7. Delete columns E, F and G. 8 |H003-F  Front Yarc H003 37.70885883 122° 27' 39.4014" W

9 |HO03-R  Back Yard HO003 37.70871783 122° 27' 40.0212" W

10 |H003-W  Water We H003 37.70887483 122° 27' 39.5022" W

11|HO04-F  Front Yarc HO04 37.70879683 122° 27' 38.1996" W

12|H004-R  Back Yard H004 37.708941 122° 27' 37.5084" W

13 |HO04-W  Water We H004 37.708776 122° 27' 38.1924" W

14 |HO0S-F  Front Yarc H00S 37.708443 122°27'37.26 "W

15 |H005-R  Back Yard HO05 37.70828083 122° 27' 37.9434" W

16 |HO05-W  Water We H005 37.708477 122° 27' 37.3098" W
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Convert Longitude:

1. Highlight the column with the Longitude.
2. Onthe Ribbon, click on Data | Text to Columns.

Page Layout

Q@ Tell me what you want to do...

— =z
B = 1N . Z12] fear N | E B-=
5= ~ zl AlZ| E]
s R - Reap 88
Get External New Refien Sort Filter e it Text to
Data ~ Query ~ AL z Columns | _
> All~ al T Advanced =S
Get & Transform Connections Sort & Filter Data Tools
Convert Text to Columns Wizard - Step 1 of 3 ? >

[The Text Wizard has determined that your data is Fixed Width.

- . - If this is correct, choose Next, or choose the data type that best describes your data.
3. Select Fixed width and click Next. original dsta type

Choose the file type that best describes your data:

- Characters such as commas or tabs separate each field.
hi | - Fields are aligned in columns with spaces between each field.

R
©
o

_8874"' W ~
.s252"* W
284 "' W
_138€"* W
* 38.487 ' W

NN R B

7 39
7

Cancel Einian

Convert Text to Columns Wizard - Step 2 of 3 ? X

4. Create a break line to Separate text from This screen lets you set field widths (column breaks).

Lines with arrows signify a column break.
numbers.

To CREATE a break line, click at the desired position.
To DELETE a break line, double click on the line,
To MOVE a break line, click and drag it.

5. Click Finish.

Data preview

5
'] 35.8874'' W A
| 40.5253'* W
g

]

40.284 '" W
39.1384¢""' W
38.437| '" W

(SR Tt

]

Cancel < Back

| A | B | C | D | E | F | G | H | | | J
1 |Location  LocationDesPropertylD Latitude Longitude
2 |HO01-F FrontYard HOO1 37.7089448 122 ° 27|
3 |HOO01-R Back Yard  H001 37.708803 122|° 27"

39.8874 "W
40.5252 "W

The spreadsheet will now look like this
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6. Delete columns F, H and J which contains the text that needs to be removed.

| A | B | & | D | E F G H J
1 |Location  LocationDesPropertylD Latitude Longitude
2 |HOO01-F FrontYard HO001 37.7089448 122|° 27| 39.8874" W
3 |HOO1-R Back Yard HOO1 37.708803 122° 27| 40.5252|" W
Convert Degrees, Minutes, Seconds to Decimal:
1. In column H, type the following formula:
=-E2-F2/60-G2/3600
A B C D E F G H
1 |Location  LocationDesPropertylD Latitude  Longitude
2|H001-F FrontYard H001 37.7089448] 122 7l 39.8874)=E2-2/60-62/3600]
3 |HO01-R  BackYard HO01 37.708803 12 2 405252
2. Hit the Enter Key.
| A v B | C | D | B F G H
1 |Location  LocationDesPropertylD Latitude  Longitude
2 |H001-F FrontYard H001 37.7089448 122 27 39.887
3 |HO01-R Back Yard H001 37.708803 122 27 40.5252

3. Copy the formula to the other cells in the column. Highlight cell H2 and hover in the lower right side
of the cell until a ‘solid’ black + (plus) sign appears. Double-click it.

ERT Support: 800-999-6990

| A | B | C | D | E
1 |Location  LocationDesPropertylD Latitude Longitude
2 |HOO01-F FrontYard HOO01 37.7089443
3 |HO01-R Back Yard HO01 37.708803
4 |H001-W Water Well H001 37.708964
5 |H002-F FrontYard HO002 37.708969
6 |HO002-R Back Yard HO002 37.709113
7 |H002-W Water Well H002 37.708%44
8 |H003-F FrontYard HO003 37.7088588
9 |H003-R Back Yard HO003 37.7087178
10 |HO03-W Water Well H003 37.7088748
11 |HO04-F FrontYard H004 37.7087968
12 |HO04-R Back Yard HO004 37.708941
13 |HO04-W Water Well H004 37.708776
14 |HOO05-F FrontYard HO005 37.708443
15 |HO05-R Back Yard HO005 37.7082808
16 |HO05-W Water Well H0O05 37.708477

122
122
122
122
122
122
122
122
122
122
122
122
122
122
122

F G H
27 39.8874 -122.4610798
27 40.5252 -122.461257
27 40.284 -122.46119
27 39.1386 -122.4608718
27 38.487 -122.4606908
27 39.0306 -122.4608418
27 359.4014 -122.4609448
27 40.0212 -122.461117
27 39.5022 -122.4609728
27 38.1996 -122.460611
27 37.5084 -122.460419
27 38.1924 -122.460609
27 37.26 -122.46035
27 37.9434 -122.4605398
27 37.3098 -122.4603638
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| A | 8 c D | E F G H
4. nghllght the Values |n Column H and 1 |Location  LocationDesPropertylD Latitude  Longitude
. 2 |Hoo1-F  Frontvard Hoo1 377089448 122 27 39.8874f  -122.4610798
click ‘Copy’. 3 |HOO1.R  BackYard Ho01 37.708803 122 27 405252 -122.461257
4 [Hoo1-w  water well Hoo1 37.708964 122 27 40284 -122.46119!
5 [Hoo2-F  Frontvard Ho02 37.708969 122 27 39.13860  -122.4608718
6 [HO02R  Backvard HO02 37.709113 122 27 38487}  -122.4606308
7 [Hoo2w  water well Hoo2 37.708944 122 27 39.0306]  -122.4608418
8 [Ho03-F  Frontvard Ho03 37.7088588 122 27 39.4014)  -122.4609448
9 [Ho03-R  Backvard HO03 377087178 122 27 40.0212 -122.461117,
10[Ho03- W water well Ho03 377088748 122 27 39.50228  -122.4609728
11|Ho0a-F  Frontvard Ho04 37.7087968 122 27 38.1996 -122.460611
12|H004-R  BackYard HO04 37.708941 122 27 37.5084 -122.460419
13|Hooa-w  water well Hoo4 37.708776 122 27 381924 -122.460609!
14|H005-F  Frontvard Ho0S 37.708443 122 27 37.26, -122.46035
15|H005-R  BackYard HO0S 37.7082808 122 27 37.9434)  -122.4605398
16|Ho0S-W  Water well Ho0S 37.708477 122 27 37.3098}  -122.4603638

5. Click in Cell E2, right-click, select Paste Special | Paste Values.

Paste Special ? x

X Cut
Em Copy

Paste

(O All using Source theme
(O All except borders

() Column widths

- .
D PaSte OptlonS: ) Formats (O Formulas and number formats
P = = o = O O gorAnme‘nts (O Vvalues and number formats
f 28 % 4 O validation All merging conditional formats
- e
D 123 X m 5 D Joperation
N @ None O Multiply

Paste Special.. B O aaa & prie
O subtract
[] skip blanks [] Transpose

A B G D
1 |Location  LocationDesPropertylD Latitude |Longitude
2 |HO01-F  FrontYard HOO01 37.7089448 -122.461079
3 |HO01-R  BackYard HO01 37.708803 -122.46125
6. Click OK. Make sure Column E Heading is 4 |HOOLW  Water Well HOO1 37.708964 -122.4611
Longitude. 5 |HO02-F  FrontYard H002 37.708969 -122.460871
6 HO02-R  BackYard H002 37.709113 -122.460690
7. Make sue the Column E heading is Longitude. Qe 0 Paoprwictines D e
8 |H003-F  FrontYard H003 37.7088588 -122.460944:
Delete columns F, G and H. 9 |HO03-R  BackYard HO03 37.7087178 -122.46111
. 10 |HO03-W  Water Well H003 37.7088748 -122.460972
8. Save the file. 11|HO04-F  FrontYard H004 37.7087968 -122.46061
12 |HO04-R  BackYard H004 37.708941 -122.46041
13 |HOO4-W  Water Well H004 37.708776 -122.46060
14 |HO0S-F  FrontYard H005 37.708443 -122.4603
15|HO0S-R  BackYard H00S 37.7082808 -122.460539
16 |HO0S-W  Water Well H005 37.708477, -122.460363
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Import and Update your Sampling Locations:

Click on File | Import | Custom Import.
Select Sampling Locations as the Data Category.

Open the Scribe Student Files and browse to the
Location Update Import deg min sec EDD file.

ScriptName of default.
Click Next.

6. Map the Import Fields. Note: Since the Import Field
names matched exactly to the Scribe Field names, Scribe
automatically maps them in.

7. Click Next.

8. The ‘Data To Be Import’ screen is a preview of how the
columns were mapped and shows the number of records
to be imported. Make note of the number of records.

ERT Support: 800-999-6990
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Import Data Wizard

Scribe Import Data Wizard

1. Choose the type of data to import from the list below:

Data Category:

ISampImg Locations ~
2. Pick the data to import into Scribe:

(¢ Import Data File L]
Student Files\Lacation Update Import deg min sec.

Table Name:

3. Select or enter a new script name:

Script Name:

=

Scribe Template .mdb to process the data being imported.

browse.. |

[C:\Program Files (x8B1\S cribe\Templatehscribe3.mdb

| Next > Help | Lancel |

Map Data To Import

Reset
Export Data
Map

[V Display field descriptions and data types

o [ hews Hep | Cancel

Sampling Locations Import: Bold = Required Field(s)
| IScribe Fields [Destination] {Import Fields (5 ourcs Description Data Type A
Location |Location - | ) [Sampling Location Text
PrapetylD |ProperylD Property ID (FK) Test
Longitude Longitude Longitude Numeric
LocationDescription LocationDescription Location Description further | Text
|_|Latitude Latitude Latitude Numeric
[ |Alitude Altitude: Numetic
Coord_Sys_Desc Coordinate system Text
Datum | datum Text
Easting | Easting Numeric
ElevDatum | Datum used to determine the | Test
ElevMethod Method used to determine | Text
Method method used | Test
[ GeoScale Scale of the map or photo | Text
[__1GPS Callected By Trllertor of (PG Nata Tedt Y.
£l 2

Import Data Wizard

Data To Be Imported

Delete
< Back , MNext 5> | Help

" Cancel

Samping Locations # Records: 15
Location [PropertyiD Longtude[LocationDescription Lati »

» [HOOTF [HOOT 1224610798 Front Yaid 37,7083
HOD1-A HOOT 122461257 | Back Yard 37.70¢
HOD1W |Hoot 12246113 [ Water Well 37.70¢
HODZF HO02 1224608718 Front Yard 37.70¢
HOO2A [Ho02 122.4608908 | Back Yard AL
HOO2W HO02 122.4608418] Water Well 37.70¢
HOD3F HO03 1224609448 Front Yard 37.7088¢
[HO03R HO03 122461117 |Back Yard 37.70871_|
HOO3W [Ho03 122.4609728  Water Wel 37,7088
HOO4F HO04 122.460611 Front Yard 37.7087¢
HODAR |Ho04 122460413 Back Yard 3770t
HOD4W HO04 12246060 Water Wel 70V

A o
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Import Data Wizard d

9. Since this import will be updating the existing
locations, select the option to ‘Add New data
records AND Update existing data records’.

10. Click Import.

Ready To Import

Import Options

Click Import to Finish.

<< Back ‘ Help Cancel || Import l

11. Note the number of Location Records
Updated. It should not indicate any new Ready To Import
records were added.

12. Click No to Import More Data. Iport Options

" Add New data records.

& AddNew data — et
Scribe

@) Finishea:
B import More Data?

Location Records Updated: 15
Location Records Added: 0

<< Back % I Help | Cancel l Import
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Exercise Eight — Section D: Inconsistent Data

In this exercise, we will be importing Actions Levels and running the Action Levels with LabResults
query. We will be troubleshooting why the expected results do not appear.

Import Data Wizard a

Importing Action Levels:

1. Click on File | Import | Custom Import. Scribe Import Data Wizard

Click No to Backup Now.

1. Choose the type of data ta import from the list below:
Data Category:
[Botion Levels ~|

2. Pick the data to import into Scribe:

2
3. Select Action Levels as the Data Category.
4

& Import Data File IS
|C:\Scribe Student Files\Action Levels for Exercise 8.csv!

Browse to Scribe Student Files and select the

Action Levels for Exercise 8.csv. et B
5 ) C I | Ck N ext ) g;z:e;l:;:‘l:ntev a new script name:
| default ~|
Scribe Template .mdb to process the data being imported. browse.. |

|C:\Program Files (x86)\S cribe\ T emplatehscribe3.mdb

[ hen > | Help

LCancel

Reset
Export Data
Map
Action Levels Import: Bold = Required Field(s)

Scribe Fields [Destination) ImEort Fields (Source] Description Data Type

| pfUnit Unit_ =4 b |Unit of measurement | Text

Map Data To Import

. 3 g et
6. On the “Map Data To Import”screen, map the fields ol soucslD Sesce ofthecon Level_{f et
as shown here. Ansit. Ansie st Pt e T
Value Value Action Level Value Numeric

7. C“Ck NeXt | |Notes Notes Text

oA | i

[V Display field descriptions and data types

<< Back I Next >> | Help I LCancel | mport |

Data To Be Imported

. p » Action Levels # Records: 3
8. Review the ‘Data To Be Imported”. T SouealD ot T TS
o/l RSL MCL Sol 7440360 Antimory
i g/ RSL MCL Soi 11097-69-1 Aroclor 1254
9. Click Next. ug/L FSLMCL Water 7440-36.0 Anfimony
K I— 2|

Delete
e ——

e t |
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10. Select Add New data records.
11. Click Import.

12. Verify that the number of ActionLevels Records added is
correct.

Ready To Import

13. Click No to Import More Data. @ o

ActionLevels Records Added: 3

<« Back I Help ‘ Cancel [ Import I

14. Run the Action Levels with LabResults query. Note B e i il i

1) File Lists Scr Help

that No Lab Results were flagged with Action Levels. 8 piv M toon Ve | 3 B e 4o (5ot M

| Action Levels with LabResults Read Only |
il Plarring

©) Events Action Levels with LabResults
3 Propety rfo
) Sampling Locations
3) Analyses
&) Sampler
) Instunent
3 Lab List
4 Action Levels
o1 Senping
£ fuSanoing
Wipe Senping
W g
J) Sol/Sediment
5ol G Sarping

) Water Sampiing
J23 S anple Mnagenent

£ Samples
% Cheinof Custody

B Lab Resuls
€2 Montoing Data

Action Levels with Lobfesults: 0
SanpleDae_[Locabon [ enches

Sourceld ecAchen Level_[Sapie

1 GIS Montoing
7 EODforGlStentoing Dt ¥
>
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In this exercise, we will verify that the Lab Results do include results for Antimony and Aroclor 1254,
and determine why there are no records being returned in the Action Levels with LabResults query.

Review LabResult Data;

Our current Action Levels table shows that there are Action Levels established for Antimony in Water
and Soil and Aroclor 1254 in Soil.

Action Levels

Analyte

CAS NO

Source |D Matrix Value  [Unit Notes

RSL MCL Water Antimony 7440-36-0 10 ug/L Regional Screening Level (RSL)
RSL MCL Sail Antimony 7440-36-0 15 ug/L Regional Screening Level (RSL)
RSL MCL Sail Aroclor 1254 11097-69-1 0.052 |ug/l Regional Screening Level (RSL)

Verify that there are Lab Results for Antimony and Aroclor 1254:

-
£} Samples
@ Chain of Custody

..£3 Monitoring Data

1. Under the Sample Management section in the navigation pane, click on Lab
Results.

2. On the Tool Bar, click on Filter. Filter
. For: -
3. In the first dropdown box, select ANALYTE. Site # [HBCD:
Analysis I Select...
4. Select equal (=) as the Operator. And Operator— ~Vale
|aNaLYTE k]
| -
5. Click on Select and put a checkmark in Antimony and Aroclor rocir 1232
1254. s
Arserie
Benm
6. Click OK. Copper
Seiortum
Thatiun
Cancel Mark Al Clear &l
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7. Scribe returns a filtered view of the Summary | Lab Results |
Antlmony and AI‘OC|0I’ 1254 reSUItS Sample # CLP Sample #] £ovasivy Lab Matrix | Analysis Analyte Result| Units

HO02-F ICP_MS | Antimony 0.71|maskg
162Y8-FY-GRAB-1 HOo2-F ICP_MS Antimany 0.71{mg/ka
THNEQ-LOT-GRAE HO01-R ICP_MS Antimony 2.1 ma‘kg
THNEQ-LOT-GRAE HO01-R ICP_MS Antimony 2.1/malkg
1LNE-BY-GRAB-1 HO01-F ICP_MS Antimany 4.4/ ma/kg
1LJ1E-BY-GRAB-T' HOO1-F ICP_MS [Antimony 4.4|matkg
1LJ1E-FY-GRAB-1 HOOT-w ICP_MS [Antimony 11.9|ma‘kg
1LJ1E-FY-GRAB-1} HOO1-W ICP_MS [Antimony 11.9/ma‘kg
2NVED-BY-GRAB- HO02:w ICP_MS [Antimony 2.1|matkg
2NVED-BY-GRAB- HO02:w ICP_MS [Antimany 2.1|mg/kg
$5-0006 HO03-F PCBs Aroclor 1254 0.81|ma‘ka
§5-0007 HO03-F PCBs Aroclor 1254 0.245 ma/kg
§5-0008 HO03-R PCBs Aroclor 1254 2.4/ ma/kg
§5-0009 HO03-R PCBs Aroclor 1254 1.48{mg/ka
550010 HO04-F PCBs Aroclor 1254 0.218/ma‘kg
55-001 HO04-F PCBs Aroclor 1254 2.74|mg/ka
55-0012 HO04-R PCBs Aroclor 1254 0.434| ma/kg
55-0013 HO04-R PCBs %‘ 0.246|ma/kg

Load Layout

8. Onthe Tool Bar, click on View | Select Columns.
Save Layout

+  Browse View

9. Put acheckmark in CAS_NO. |__Form View

V] Analysis
H V| Analyte

10. Click OK. - Anahica Method Cancel

|| Basis

v [A5 NI

11. Verify that the CAS_NO, Analyte and Units match what is in the Action Levels table.

Sample # Lovatin CAS_ND Analysis Analpte Result] Units
162Y8-FY-GRAB-161213 HO02-F 7440-36-0 [ICP_MS Antimany 0.71|matkg
16ZY8-FY-GRAB-161213 HO02F 7440-36-0 |ICP_MS Antimony 0.71{mg/kg
THNEQ-LOT-GRAB-161214  |HOO1-R 7440-360 [ICP_MS Antimony 2.1|matkg
1HNEQ-LOT-GRAB-161214  |HOO1-R 7440-360 |ICP_MS Antimany 2.1ma‘kg
1LI1E-BY-GRAB-170118 HOO1-F 7440-36:0 |ICP_MS Antimany 4.4ma‘kg
1LJ1E-BY-GRAB-170118 HOO1-F 7440-36:0 |ICP_MS Antimany 4.4ma‘kg
1LJTE-FY-GRAB-170118 HOO1w/ 7440-36:0 |ICP_MS Antimony 11.9|matkg
1LIE-FY-GRAB-170118 HOO1 4w/ 7440-36-0 |ICP_MS Antimany 11.9|matkg
2NVED-BY-GRAB-161203  |HOO2W 7440-36:0 |ICP_MS Antimony 2.1{matkg
2NVED-BY-GRAB-161209  |HOO2W 7440-36:0 ICP_MS Antimany 2.1matkg
55-0006 HOO3-F 11097-69-1 PCBs Araclor 1254 0.81|matkg
55-0007 HOO3-F 11097-69-1 PCBs Araclor 1254 0.245|ma/kg
55-0008 HOO03-A 11097631 PCBs Aroclor 1254 2.4|ma’kg
550009 HO03-R 11097691 PCBs Araclor 1254 1.48|ma‘kg
550010 HO04-F 11097-69-1 PCBs Araclor 1254 0.218|matkg
550011 HO04-F 11097-69-1 PCBs Araclor 1254 2.74|matkg
550012 HO04-R 11097-63-1 PCBs Aroclor 1254 0.434mg/kg
550013 HO04-R 11097-631 PCBs Idroclor1264 | 0.246

Lab Results Table
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Action Levels
Source ID Matrix Analyte CAS5 NOD Value |Unit Notes
RSL MCL Water Antimony 7440-36-0 10 ug/L Regional Screening Level (RSL)
RSL MCL Soil Antimony 7440-36-0 15 ug/L Regional Screening Level (RSL)
RSL MCL Soil Aroclor 1254 11097-63-1 0.052 |ug/L Reaqional Screening Level (RSL)

Action Levels Table

Convert Action Levels Unit(s):

The Action Levels with LabResults query keys on two (2) unique fields in Scribe: Unit and CAS_NO.
By looking at the Lab Results Table versus the Action Levels Table, you will note that the lab reported
the units as ‘mg/kg’ and the Action Levels Table is looking for ‘ug/L’. In order for the Action Levels with
Lab Results query to run properly, the Action Levels table will need to include the action levels for the
units in mg/kg.

To convert ug/L to mg/kg, you must divide the value by 1000. For example:
10 ug/L divided by 1000 = 0.01 mg/kg

15 ug/L divided by 1000 = 0.015 mg/kg
0.052 ug/l divided by 1000 = 0.000052 mg/kg

Update Action Levels Table:

The Action Levels Table can be updated two (2) ways: (1) modify the Action Level import file; or (2)
adding the new levels in the Action Levels table in Scribe. In this exercise, we will add the new action
levels to the import file and import them into Scribe.

1. In Excel, browse to the Action Levels for Exercise 8.csv located in your Scribe Student Files.

2. Copy and paste the three (3) existing Action Levels.

A B C D E F G H | J K L M N 0
Source ID Matrix  Analyte CASNO Value Unit Notes
RSLMCL |Soil Antimony 7440-36-0 15 ug/L Regional Screening Level (RSL) for Chemical Contaminants in Residential Soil at Superfund Site
RSLMCL Water  Antimony 7440-36-0 10 ug/L Regional Screening Level (RSL) for Chemical Contaminants in Residential Soil at Superfund Site
RSLMCL  Soil Aroclor 1211097-69-: 0.052 L!yl. Regional Screening Level (RSL) for Chemical Contaminants in Residential Soil at Superfund Site

3. Change the values and units on the pasted rows.

4. Your import file should look like this.

A B | € D E F G H | J | K L M N o

Source ID Matrix Analyte CASNO Value Unit Notes

RSLMCL Soil Antimony 7440-36-0 15 ug/L Regional Screening Level (RSL) for Chemical Contaminants in Residential Soil at Superfund Site
RSLMCL Water Antimony 7440-36-0 10 ug/L Regional Screening Level (RSL) for Chemical Contaminants in Residential Soil at Superfund Site:
RSLMCL Soil Aroclor 1211097-69-: 0.052 ug/L Regional Screening Level (RSL) for Chemical Contaminants in Residential Soil at Superfund Site
RSLMCL Soil Antimony 7440-36-0 0.015 mg/kg Regional Screening Level (RSL) for Chemical Contaminants in Residential Soil at Superfund Sit
RSLMCL Water Antimony 7440-36-0 0.01 mg/kg Regional Screening Level (RSL) for Chemical Contaminants in Residential Soil at Superfund Sit
RSL MCL _Soil Aroclor 12 11097~6_9~: 0.000052 mﬂkg Regional Screening Level (RSL) for Chemical Contaminants in Residential Soil at Supe_rfund Sit
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Save and close Excel.
In Scribe, click on File | Custom Import.
Say No to Backup Now.

No o

Import Data Wizard a
8. Select Action Levels from the Data Category. Sctibe impart DatalWizard
9. Browse to the Scribe Student Files and select the Action
Levels for Exercise 8.csv. =

10 . C I IC k N eXt . 2. Pick the data to import nto Scibe:
& _Impott Data File [chrowser]
C\Scibe Student Files\Action Levels for Exercise 8.0sv

Table Name:

3. Select or enter a new script name:

Scipt Name:

| defautt ~|

Sciibe Template mab to process the data being imported. browse..

[C:\Program Files (#86/\Scribe\Template’scribe3.mdb

| et »> I Help s |

Map Data To In

Action Levels Import: Bold 5

Scribe Fields [Destination] :;npo'l Fields (Source]
. . nit nit =
11. On the “Map Data to Import” screen, verify that the fields SourceiD Sourcs 1D are
mapped properly. Eoy B
Valuey Value’
MNotes MNotes

12. Click Next.

|v Display field descriptions and data types

<< Back I HMext >> I Help

Import Data Wizard d

Data To Be Imported

Action Levels # Records: 6

13. Review the “Data To Be Imported” T (1T e
. . » [makg Sal 7430360 nimony
ug/L RSLMCL 1Sl 7440-36-0 Antimony
maskg SLMCL Sail 11087-63-1 Aroclor 1254
I_ k ug/L RSL MCL |Soil 11097-63-1 Aroclor 1254
ma/ke SLMCL [Water 7440360 Antimony
14' C IC NeXt' ug/L RSL MCL Water 7440-36-0 Antimony
FT— i

Delete
<« Back | Next >> | Help " Cancel | [
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16. Click Import.

17. Note the number of records added.

18. Click No Import More Data.
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Ready To Import

Import Options:

& Add New data records]

" AddNew data

Scribe

Finished!
Import More Data?

ActionLevels Records Added: 3

<< Back I | Help | Cancel Il Import I
19. Review the Action Levels Table

Source [D M atrix Analyte CAS NO Value  |Unit Notes

RSL MCL W ater Antimony 7440-36-0 0.01 ma’ka Regional Screening Level [RSL) |
RSL MCL Soil Antimony 7440-36-0 0015 |ma/kg Regional Screening Level (RSL) |
RSL MCL Soil Antimony 7440-36-0 15 ug/L Regional Screening Level [RSL) |
RSL MCL \Water Antimony 7440-36-0 10 ug/L Regional Screening Level (RSL) |
RSL MCL Sail Aroclor 1254 11097631 0.00005z| ma/kg Regional Screening Level [RSL) |
RSL MCL Soil Aroclor 1254 11097-69-1 0.052  |uag/l Regional Screening Level [RSL] |

20. Close the Action Levels table

21. Run the Action Levels with LabResults query. 28 Records are returned

Action Levels with LabResults
SourcelD for Action Level Sample # Sample Date  |Location | Analysis Analyte CAS Sample H
162Y8-FY-GRAB-1 HO02:F ICP_MS Antimony 7440-36-0 Water
RSL MCL 162Y8-FY-GRAB-1 HO02:F ICP_MS Antimony 7440-36-0 Water
RSL MCL 162Y8-FY-GRAB-1 HO02F ICP_MS Antimony 7440-36-0 Water
RSL MCL 162Y8-FY-GRAB-1 HO02F ICP_MS Antimony 7440-36-0 Water
RSL MCL THNEQ-LOT-GRAE HO01-R ICP_MS Antimony 7440-36-0 Water
RSL MCL THNEQ-LOT-GRAE HOO01-R ICP_MS Antimony 7440-36-0 Water
RSL MCL THNEQ-LOT-GRAE HO01-R ICP_MS Antimony 7440-36-0 Water
RSL MCL THNEGQ-LOT-GRAE HOO1-R ICP_MS Antimony 7440-36-0 Water
RSL MCL 1LJTE-BY-GRAB-1" HOO1-F ICP_MS Antimony 7440-36-0 Water
RSL MCL 1LJTE-BY-GRAB-1' HOO1-F ICP_MS Antimony 7440-36-0 Water
RSL MCL 1LJ1E-BY-GRAB-1’ HO01-F ICP_MS Antimony 7440-36-0 Water
RSL MCL 1LJTE-BY-GRAB-1" HO01-F ICP_MS Antimony 7440-36-0 Water
RSL MCL 1LJTE-FY-GRAB-1 HOOT-w/ ICP_MS Antimony 7440-36-0 Water
RSL MCL 1LJTE-FY-GRAB-T HOOT-w/ ICP_MS Antimony 7440-36-0 Water
RSL MCL 1LIE-FY-GRAB-1, HO01-W/ ICP_MS Antimony 7440-36-0 Water
RSL MCL 1LJTE-FY-GRAB-1 HOOT-W ICP_MS Antimony 7440-36-0 Water
RSL MCL 2NVED-BY-GRAB- HO02:w/ ICP_MS Antimony 7440-36-0 Water
RSL MCL 2NVED-BY-GRAB- HO02:w/ ICP_MS Antimony 7440-36-0 Water
RSL MCL 2NVED-BY-GRAB- HO02:w/ ICP_MS Antimony 7440-36-0 Water
RSL MCL 2NVED-BY-GRAB- HOD2:w ICP_MS Antimony 7440-36-0 Water
RSL MCL 55-0006 HO03-F PCBs Aroclor 1254 11097691 Solid
RSL MCL 55-0007 HO03-F PCBs Aroclor 1254 11097691 Solid
RSL MCL 55-0008 HO03-R PCBs Aroclor 1254 11097691 Solid
RSL MCL 55-0009 HOO3-R PCBs Aroclor 1254 11097691 Solid
RSL MCL 55-0010 HOD4-F PCBs Aroclor 1254 11097691 Solid
RSL MCL $5-0011 HOD4-F PCBs Aroclor 1254 11097691 Solid
RSL MCL $5-0012 HO04-R PCBs Aroclor 1254 11097691 Solid
L RSLMCL 55.0013 HO04R PCBs Aroclor 1254 11037.63-1 Solid
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Exercise Nine — CLP Sampling
Exercise Objective: Collect CLP samples in Scribe

Exercise Scenario: Sediment sampling at two locations in a small creek in Brooklyn, NY. Each
location will have two samples drawn — one at 0 to 6 inches and another at 6 to 12 inches. It s likely
that a return visit will be necessary to sample two additional locations.

Project Name: CLP Training Lab Info: 4 Sediment Samples

Site Number: ABC123 Mr. John J. Chemist 1 QC Sample

CLP Case Number 10001 XYZ CLP Lab Analysis Info:

Region: 2 112 Main Street - CLP 12 Toxic Congeners (PR)

Starting CLP Sample Number: B8X01 Anytown, NJ 00000 - CLP Volatiles (organics)

Phone: 555-111-2222 - CLP VOA by M.A. 1301.0 (organics)
Fax: 555-111-2220 - Total Sulfides (non CLP)
Turn-
Analysis Abbrev. Around Container Quantity Preservative

CLP 12 Toxic Congeners — 12 Toxic 35Day | 320z Amber Jar 1 —filled to capacity None but

Preliminary Results CBCs store in Ice

CLP Volatiles CLP VOA | 14 Day | 40mL Amber Vial | 3 — 5g per vial None but
store in Ice

Total Sulfides (Non CLP) 21 Day | 4oz Glass Jar 1 —filled to capacity Zn Acetate

CLP Volatiles — QC Sample CLP VOA | 14 Day | 40mL Amber Vial | 9 — 59 per vial None but
store in Ice

CLP VOA by M.A. 1301.0 VOA M.A. | 14 Day | 40mL Amber Vial | 3 — 59 per vial None but
store in Ice

Location Codes Sub-Locations EventID
A001 A = 0-6 inches Initial Investigation
B = 6-12 inches
A002 A = 0-6 inches Initial Investigation
B = 6-12 inches
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Exercise Nine — Section A: Create a CLP Scribe Project

Scribe supports the Contract Lab Program (CLP) Sampling projects by incorporating CLP sampling

requirements including CLP sampling fields, analyses and chain of custody XML exports.

In addition, with the CLPSS Release 11.2, a user can request a Case XML file as part of the Access
Assignment Information task. This XML file can be imported in to Scribe to automatically customize the

Site Information, Analyses, and Lab List information.

Create a New Scribe CLP Project:

If you are starting Scribe for the first time, the dialog box shown below will be displayed. If you have
already created projects in Scribe, follow the directions below to create a new project.

1. From the Scribe Menu, click File.
2. Select New Project.

The New Project Wizard dialog box
will be displayed.

3. Click the Next button.

4. Complete the Project Information
Site Name: CLP Training
Site #: ABC123
Region #: 2
CLP Project? YES

Click Next to continue.

5. Click Finish.

The New Project Wizard closes and the Site Info
screen is displayed. Fields in blue are required.

ERT Support: 800-999-6990

New 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 >

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

G] oo ] o]

New Project Wizard

Project Information

Site Name: ICLP Training

Site #: |ABC
Region # |2 v
CLP Project? | YES ¥

Scribe Template .mdb used to create project. _ browse.. |

|C:\Program Files [x86)\S cribe\T emplate’scribed. mdb

<< Back || Next >> I Help Cancel |

Mew Project Wizard =1

Praoject File Path

Choose the directory and filename to Save this project.

Save Project &s: .

C:4Frogram Files\S cribe’FROJECTSACLF Training. MDB

nnnnnnn
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Exercise Nine — Section B: Customize CLP Analyses and Lab Lists

Scribe Version 3.10.1, includes the default CLP Analyses listed in Appendix G of the CLP Sampler's
Guide. This list can be modified, as needed, to customize the pick list selections when entering
sampling information. Although it is not required, if there is time to pre-plan the sampling effort,
customizing large pick lists will speed data entry. The following section describes how to remove
analyses that will not be used for this sampling effort and how to add a new CLP analysis and non-CLP
analysis to the list.

Modify Scribe’s default analysis list:

1. Under the Planning section
in the left navigation pane, T

CIICk on ‘Analyses, i:rint Export [fif View | (F Edt ) Add B Copy [X Delete] I Fiter 4] Sort |/ Select] 44 Find
01 Py Anayeos s
&) Ever Analyses
i) Events
{3) Property Info e
2. Delete all default 2 ooavi S
: 1/8151

Chlorinated Herbicides - TCLP Default
Chromium

Sampler

analyses except CLP 12  fm
Toxic Congeners and CLP | 3.

fa sampiing

Volatiles: o s

- Click the ‘Select’ button 3
- Click ‘Select AII oy oo
- Deselect the analysis 2 Crana oo

) . TJ Lab Results
listed above by holding the |u 5

 Action Levels with LabResul

CTRL (control) key and .
clicking on each analysis. A iy

) / LabResults Analyte/Units GOC
3. Click the ‘Delete’ button to  Lineeie ot
¥ LabResults with Sampling Ev

remove the selected 7 Seevastanees

an aIyS | S . / Water Quality Sampling Data
4. Click ‘Yes’ when prompted

to delete the selected v

records. ==t

5. Click the ‘Add’ button and replace ‘#New01” with CLP VOA by M.A. 1301.0. Add the Abbreviation
‘VOA M.A.’, include the turnaround time of 21 days and change the Analyses Type to Organics and
the Program Type to CLP. (See Analyses Note below).

Analyses ilter | Save Layout | Layout: IDefau[t Layout |
Analyses {

Analyses Abbrev | Tumarou| Tumarou| Container | Preservation |Analyses Tupe Program Type Analptical Method

| HNewOTH Generic NON-CLP

CLP 12 Toxic Congeners 12 Toxic High Resolution  |CLP HRSM

CLP Volatiles V04 Organics CLP SOM
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Analyses : Save Layout | Layout: Defaul Layout A
Analyses
Analyses Abbrey Turnarou| Tumarou| Container | Preservation | Analyses Type Program Type Analptical Method
F1CLPVOA by M.A 1301.0 VOAMA 121 Daps | 40mL Amber |Wetice | Organics CLP |
CLP 12 Toxic Congeners 12 Toxic CB| 21 Days |32 oz Amber |Wet ice High Resolution  |CLP HRSM
CLP Volatiles Y04 Organics CLP SOM

Analyses Note: If you add or modify a new CLP Analysis, you MUST provide the analysis name,
abbreviation and turnaround time, Program Type of CLP and an analysis type of either
Organics, Inorganics or High Resolution, in order to correctly assign a CLP sample number and
produce a CLP COC layout.

6. Click the ‘Add’ button and replace ‘#New01#’ with ‘Total Sulfides’.

Analyses ] Save Layout I Layout: IDefauIl Layout
lAnalyses
Analyses Abbrey | Tumarou| Tumnarou| Container | Preservation |Analyses Type Program Type Analytical Method
Total Sulfides IS 21 Davs 1 liter amber Generic NON-CLP
CLP 12 Touxic Congeners 12 Toxic |35 Days 32 oz Amber [Wet ice High Resolution  |CLP HRSM
p [CLPVOA by M.A 1301.0 Y04 M.A 21 Days 40mL Amber |Wet ice Organics CLP
CLP Yolatiles Y04 Organics CLP SOM

7. Add the following turnaround times:

o 21 days for Total Sulfides

e 35 days for Toxic Congeners

e 21 days for CLP VOA by M.A. 1301.0
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Customize the Laboratory list for this project:

1. Under the Planning section in the left navigation pane, click on ‘Lab List’.
2. Click the ‘Add’ button and a new line will be added.
3. Customize the ‘“#NewO01#’ line with the following information:

Mr. John J. Chemist
XYZ CLP Lab

112 Main Street
Anytown, NJ 00000
Phone: 555-111-2222
Fax: 555-111-2220

|§ Print Export view | & Edt [ Add Copy X Delete % Filter %l Sort \/ Select @y Find
[ e Traln.lng ™| Lab List | Save Layout | Layout W
£ Plarning

\.) Events Lab List
&) Propety Info
'\i) Sampling Locatiors Lah Lab Contact ab Phone ab Fax || ab fddress Lab fddress=? Lab City Lab Stale
'\i) Analyses B [=7Z CLP Lab Mr. JohnJ. Chemis!| 5585-111-2222 BR5-111-2220 112 Main Street Anptown HJ
i) Sampler A SCierthe TR 0202 1500 Gawdust oa| Gute Db The woodengs |1
g it List ALS Laboraton Group 801-266-7700 801-268-9932 960\ est LeVay D Salt Lake City ut

| ‘i) Lab List I Bonner Analptical Tes 601-264-2854 601-268-7034 2703 Dak Grove R Hattiesburg MS
Sampling ChemTech Congulting 908-783-8300 908-789-8922 284 Sheffield Stree Mountaingide MJ
T2 Air Sampling ERT/SERAS 732-321-4200 732-494-4021 2890 Woodbridge £ Edison K
E] ‘wipe Sampling KAP Technologies Inc 281-367-0065 2813676772 9391 Grogans Mill || Suite A2 The Woodlands [T
’31 Biota Liberty Analytical Corp 19-375-4100 919-379-4040 501 Madizon Averi Cany NC
W Soll/Sediment W | Shealy Ervironmental 8037914700 8037919111 106V antage Point ‘west Columbia | 5C
g Soil Gagz Sampling Spectm Analytical 401-732-3400 401-732-3439 Inc. 175 Metra Center B|'Warwick 3l
A water Sampling SVL Analytical Inc. 208-784-1258 208-753-0891 One Government G Fellogg [1o]

[ Sample Management Testhmerica Laborato 802-660-1930 8026601919 30 Commurity Drive| Suite 11 South Bullington VT

’% Samples
Tp Chain of Custody
5 Lab Results I d ‘ | ﬂ

; £ Monitaring Data .)._v s | add |
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Exercise Nine - Section C: Configure CLP/Tag Settings

If CLP Sample #'s are supplied by SMO, the following covers how to enter the starting CLP Sample #'s
and Tags. By default if it is a CLP Project, Scribe assigns numeric tags starting with 1000. NOTE: If
CLP Samples #'s are not supplied, Scribe has the functionality to automatically generate a starting CLP
Sample # based on the analyses type (CLP), Program type (CLP) and Region.

Configure the CLP/Tag Settings:

File | Lists Scribe NET Help

1. Click on ‘File’ bealoree ot
2. Select ‘CLP Options’ Open Project e
3. Select ‘CLP/Tag Settings’

Close Project

Backup Project

Restore From Backup

Import 3

Scribe.NET 3

[ cLe options v | | cp/rag settings |

CLP Sample Number Generator
4. Using the information shown in the | €t?/Tag Settings . N .- =

graphlc, Complete the CLP . Set Default values for CLP Sample Numbers and Tags.
Sample Numbers Section. Click CLP Sample Numbers
‘OK’ when done EPA Region Number: m

Next CLP Sample #: [paso

I[| Default CLP Case #: [1p001

| Default DAS #: [—
ﬂ

Note: This can also be configured
. . | Tag Numbers
when adding analysis to a sample. N NestTag#: [ (Mustbe s Numbei)
[~ Use Region Number to Prefiz Tag Numbers

CLP Tag Format Mask: [Dptional Prefix, # digit placeholder)

[T Apply Tag Format to ALL Tag Numbers (NON CLP as well as CLP Tags)

CLP Options
v Default to CLP COC Format and CLP Layouts
v Perform QC Check when printing and exporting Chain of Custody ([COC) Data
v Default COC XML Ex=port to CLP Region Copy (Includes additional Site and Geospatial data)

LCancel Restore Defaults
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Exercise Nine — Section D: Input a CLP Sediment Sample and Analyses

Add Sediment Samples:
1. Click on ‘Soil/Sediment’ under the Sampling section in the left navigation pane.

2. Click the ‘Add a Sample’ button at the bottom of the screen

3. Using the graphic below, complete the Sample Details for the first sample at Location A0OL. (Info
also on Page 8 of this guide)
Note: The Scribe Sample # is auto-generated using the site# entered when the project was started.
The CLP Sample Number will be assigned later.

Soil/Sediment: Sample # ABC-0001

Sample Details | Analysis

EventlD v|  SampleDate[12/042018 |

Sample # |ABC-0001 Sample Time |08:00 (hh:mm]
Location |A[]U1 L' Sampler lJ. Sampler ;J
Sub Location |A _:J Activity ] Z|

Sampling Depth

M atrix ]Sediment L] Depth From IU
Collection ]Grab Lj Depth To |B

Sample Type ]Field Sample Lj Depth Units | inches _v_|
Concentration ] jv Munsel Color Code
Description I LJ Hue |
Color I 3 Value/Chroma |
Remarks

4. When the sample details are complete, click the ‘Analysis’ tab and input the analysis information
for the sample.
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Soil/Sediment: Sample # ABC123-0001 Save Lapout | Layout: | Default Layout -
Sample Details
Analyses/TAT CLP Sample # TAG TAT TAT Units  Container  No Storage Preservation LabQC Preliminary Description

|

> N o I A Y A

Na ‘

« 1.

Add Analysis [ Copy Analyses | Assign From... | Delete Analysis| I CLP/Tag Settings | Next CLP #: BS><01|

NOTE: If any changes need to be made to the CLP/Tag Settings previously configured, click the CLP/Tag
Settings button at the bottom of the analysis window to reset the number.

Using the information in the graphic below, complete the Analyses for CLP 12 Toxic Congeners
and CLP Volatiles. Note: the Next CLP # now shows at the bottom of the analysis window.

Soil/Sediment: Sample # ABC123-0001 Save Layout | Layout: ]Defaul! Layout v
Sample Details IAnaIysis I
Analyses/TAT CLP Sample # TAG TAT TAT Units  Container  No  Storage Preservation LabQC Preliminary Description
CLP 12 Toxic Congeners PBEX01 1000 35/Days 320z Amber |1 [Wetlce Wet ice Yes
(TAT 35 Days)
] CLP Volatiles BEX01 1001 1 No
4| n »
Copy Analyses | Assign From... | Delete Analysis | CLP/Tag Settings I Next CLP #: PBEX02 I
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6. Copy CLP Volatiles two
times to create unique tag
numbers for each sample vial.

7. Click in the space to the left of
CLP Volatiles (this will
highlight the analysis line)

8. Click the ‘Copy Analysis’
button two (2) times.

9. Designate one CLP Volatile
for Lab QC.

10. Add the ‘Total Sulfides’
analysis.

11. Add the ‘CLP VOA by M.A.".

12. Click ‘Close’ to save and
return to the sample summary
screen.

ERT Support: 800-999-6990
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Soil/Sediment: Sample # ABC123-0001
Sample Details | Analysis |

Save Layout | Layout: | Default Layout Y

Analyses/TAT CLP Sample # TAG TAT TAT Units  Container  No Storage Preservation LabQC Preliminary Description
CLP 12 Toxic Congeners | PBEXD1 |1000 35(Days 320z Amber |1 |Wetlce Wet ice Yes
(TAT 35 Days)
nCLP Wolaties BEX01 1001
P Volatiles BEx0 0o No
CLP Volatiles BEXO1 1003 1 o

< Ml

Add Analysis Assign From... | Delete Analysis |

CLP[Tag Settings | Nest CLP #: PBEXD2

Cose | Hep | save | cancel |

<Previous | Next> |

Soil/Sediment: Sample # ABC-0001

Sample Details | Analysis

Analyses/TAT CLP Sample # TAG TAT TAT Units ~ Container  No Storage Preservation LabOC Preliminary Description
CLP 12 Toxic Congeners  |PBEX01 1000 35/ Days 32 0z Amber [1 No
[TAT 35 Days) Jar
CLP Volatiles Baxo1 1001 1 No
CLP Volatiles BEX01 1002 1 No
CLP Volatiles BEX01 1003 1 No
CLPVOA by MA. 1301.0  |BEXO 1004 21| Days 40mL Amber 1 Wetice No
(TAT 21 Days) Vial
) Total Sulfides (TAT 21 Days) || A 21|Days 1 liter amber |1 No

Add Analysis | Copy Analyses | Assign From... | Delete Analysis |

CLP/Tag Settings | Nest CLP #: PBEX02

Help save | Concel |

<Erevious] Next > ]
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Exercise Nine — Section E: Create/Add Additional CLP Samples Using Copy

Scribe's Copy feature helps facilitate inputting repetitive information including sample details and
sampling events. The Copy feature can be customized so you only copy the information that is
consistent from sample to sample.

In the following example, we don’t want to copy the Location, Sub-location, and Depth From/To data of
the sample we want to copy.

Filter For &
Configure Copy Column options: Re"’“eﬁ't:r
Sort Ascending
1. RT-Click on the column heading for ‘Location’ and select ‘Column sort bescendng
Properties’. e
Copy
Delete
show Lab Results For ABC123-0001
Print 3
Export 3
Wiew »
Column Properties
Column Properties
UNcheck ‘Copy Column’ and click ‘OK’. Field Name: §ub_ Location
3. Click the ‘OK’ button and Save to save the changes to your Caption [Sub Looation
current layout (CLP Layout). ;
4. Repeat the steps above for the following fields: Moment ot 7]
- SUb Location Laokup List: |Sub Lacation J
- Depth From
- Depth To

o F =

Save Grid Layout for: Soil/Sediment [ardtwo] X l Laneel
CLP Layout | Save

Default Layout

CLP Layout LCancel

|
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Create/add three (3) more Soil/Sediment Samples using the Copy button:
1. Highlight sediment sample ABC123-0001.

US EPA Environmental Response Team
Comprehensive Training Manual for Scribe v3.10

K File Lists ScribeNET Help

&) Propetty Info
&) Sampling Loca
\5) Analyses
i) Sampler
15 Instrument List
~1&) Lab List
&) ActionLevels | _
£ Sampling ¥
£ Air Sampling
. E] Wipe Sampling
% Biota
w) Soil/Sediment
3 Soil Gas Sampling
T Water Sampling
£f1 Sample Management
- Q Samples
-7 Chain of Custody
T Lab Results
73 Monitoring Data
£1) Custom Data Views
/ Action Levels with

itial Investigation [Fllleled]
elMatiz |

Initial Investigation A00T

ABC1 230001 972812017

Sediment Grab

Fleld Sample

-~ Datafor GIS-Lab L'—I
Data For GIS- M v
HIF ‘/;' ) ] 2 ol Close Add a Sample | Print Labels

AEE
& Print Export View | & Edit [) Add Copy | X Delete | B Filter 2] Sort  Select @ Find
Jea (%P ;;::::j Al T Remove Fiter | Save Layout | Layout: [ELP Laout ~I
. \i') Events Summary | Samples

B inches

2. Click the ‘Copy’ button three (3) times.

3. Update the Location, Sub Location, Depth From and DepthTo fields for the new samples using

the graphic below (Info also on page XX).

Summary ] Samples l

Samples 4 [Filtered]

mm
I--E-| 21230001 Ir||h:|| |weeztigation ...|_||_|‘| '_'.'._' F2013 Sediment Grab Figld Sample 0 5 Ir'u'}"'
ARCT23-0002 Initial Investigation | 4001 E 2/7/2013 | Sedment | Grab Figld Sample E 12|inchez
ARCT23-0003 Initial Investigation | A002 8, 8/7/2013 | Sediment |Grab Field Sample 0 B|inches
=.-'-‘«BC1 230004 Initial Investigation | AD0D2 B 8/7/2013 | Sediment |Grab Field Sample [ 12|inches

4. Click the ‘Close’ button when all sample analyses have been updated.
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Exercise Nine — Section F: Customize and Print CLP Sample Labels

1. Click on ‘Samples’ under the Sample Management section in the Navigation Pane.

File Lists ScribeNET Help - ||&] x
& Print Expo View | (& Edit B Filter 8] Sot o Select @y Find

’\i‘) Events Summary | Samples
3 Py C e ]
\') Sampling Locations Sample # Sample Date |EventlD Location Matin  [Collection | Sample Type|&nalyses CLP Sample #]Tag Contairer
'\') Analyses P |ABC123-0001 8/7/2M3  |Initial Investigation |AN01 Sediment | Grab Field 5 ample | CLP Yolatiles BEx01 (1001 A0mL Amber Vial
'\i) Sampler ABC123-0001 8772013 |[lnitial Imvestigation |A001 Sediment | Grab Field Sample | CLP Volatles BEHD1 1002 |40mlL Amber Visl
\.) Instrument List ABC123-0001 8/7/2M3  |Initial Investigation |A001 Sediment |Grab Figld 5 ample | CLP Volatiles Ba=01 1003 | 40mL Amber ial
’\.) Lab List ABC123-0007 8777203 |[Initial Irwestigation |A001 Sediment | Grab Field Sample | Total Sulfides 4 Aoz Glass Jar
e Sarping ABC123-0001 8/7/2M3  |Initial Investigation |A001 Sediment |Grab Field S ample |CLP 12 Toxic Cong PBER01 1000 |32 oz Amber Jar
3 A Sampling ABC123-0002 8/7/2M3 In!t!allnvestiganan A001 Sediment | Grab Field 5 ample: Tota\Su\fidgs e, 40z Glass Jar
E] Wipe Samping ABC123-0002 8/7/2M3  |Initial Investigation |A001 Sedment |Grab Field Sample | CLP 12 Taxic Cong PEEAD2 1004 |32 oz Amber Jar
o Bioke ABC123-0002 8/7/2M3  |Initial Investigation |A001 Sediment |Grab Figld % ample | CLP Volatiles BER02 1005 |40mlL Amber ial
1 Soil/Sediment ABLC123-0002 8/7/2M3  |Inial Investigation |A001 Sediment | Grab Field Sample | CLP Yolatiles BEx02 1006 40mL Amber Vial
; N ABCT23-0002 87772013 |[Initial Irwestigation |A001 Sediment | Grab Figld S ample | CLP Volatiles BER0Z2 1007 | 40mL Amber Vial
b 2ol G Saming BC1230003  [5/7/2013 | Inkid Investigation |B002 Sedment[Grab_|Fiekd Sample [CLP Voltles | B8<03  [1005 |40 Amber il
) Waler Sampling ABC123-0003 87123 |Initial Investigation |A002 Sediment |Grab Field Sample | CLF Volatiles BEAD3 100 | 40ml Amber Vial
Ja3 5 armple Managemert ABC123-0003 8/7/2013  |Initial Irwestigation |A002 Sediment | Grab Field 5 ample | CLP Volatiles B3<03 1011 |40mL Amber Vial
£} Samples ABC123-0003 8/7/2M3 | Initial Investigation |A002 Sediment | Grab Field Sample | Total Sulfides e, 4oz Glass Jar
¢ Chain of Custady ABCT23-0003 87772013 |[Initial Irwestigation |A002 Sediment | Grab Field Sample | CLP 12 Tosic Cong PESA03 1008 |32 oz Amber Jar
{7 Lab Resuls ABLC123-0004 8/7/2M3 | Initial Investigation |A002 Sediment | Grab Field Sample | Total Suffides & 40z Glass Jar
-3 Monitoring Data AEC123-0004 8/7/2M3  |Initial Investigation |A002 Sediment |Grab Field Sample | CLP 12 Toxic Cong PESR04 M2 |32 oz Amber Jar
BB Custom Data Views ABC123-0004 8/7/2M3 | Initial Investigation |A002 Sediment | Grab Field Sample | CLP Yolatiles BE-04 1013 40mL Amber Vial
';'/ Data for GIS-Lab ABC123-0004 8/7/2M3  |Initial Investigation |AO02 Sedment |Grab Field Sample | CLP Volatles B4 1014 | 40ml Amber Vial
Data For GIS-Manitoring ABC123-0004 87772013 |Initial [rwestigation |A002 Sediment | Grab Figld 5 ample | CLP Volatiles Bix04 1015 | 40mL Amber ial

;/ EDD for GIS-Monitoring Date

- EDD for GIS-5ampling Data
LabResults Analyts/Units O

/ LabResuls Crosstab

/ LabResults Crosstab with Qu

- LabResults Withaut Samples

/ Samples Without LabResults

a m b Close All 5amples ‘ IErintLTl
2. Verify that you are in the CLP Layout Label Wizard |

(the CLP Layout will print the CLP sample

A X Select a predefined label in the list or create a new one
number on the labels instead of the Scribe
sample number)
3. Click the ‘Print Labels’ button at the Number | Deseription | Hurnber acrass [
5163 Zxd z
bottom of the screen. e i )
. 5165 B1/2x11 1
4. Select ‘Label Setup’. eicr a1 I =
[« | I
Peasure Shest
{* Inch " Cm * Onepage { Continuous
5. Click ‘Next’ on the label definition —
screen to select label number 5163. (if P
. * Predefined ¢ Custom
the label type you need is not one of the

predefined labels in Scribe, you can click on the
‘Customize’ button and create a new label
design)

Mext »» I LCancel
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The default Label Setup for CLP Sample Labels is displayed. To modify the label, you will need to drag
and drop from the available fields on the left onto the label layout on the right. You will also need to
type in a name for the new field.

Label Wizard R )

COC_Contact
COC_ContactPhone
COC_Format

<4 Back

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

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

-~ N CLP Sample # [CLP Sample # J
i E| Tag: [Tag] N
irbillM o = ag: [Tag £

Altitude

Analyzes ﬂ Date: [Sample Date] [Sample Ti
Analyzes_|DD

CarierMame ﬂ Location: [Location]
CazeComplete 4

CazeMumber J Analyses: [Analyses]

CLP Sample # ﬂ

cac Preservation: [Preservation]
COC Remark

Case # [CaseMumber]

Restore Defaults LCancel

When you are done customizing the label, click ‘Next’ to continue.

Click ‘Finish’ to preview the sample labels on a full sheet.
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Exercise Nine — Section G: Generate CLP & Non-CLP Chains of Custody

Scribe provides the ability to customize a Chain of Custody that may include CLP and non-CLP
samples. The following exercise will illustrate how to customize your COC.

Generate a CLP Chain of Custody:

1. Click on ‘Chain of Custody’ under the
Sample Management section in the left
Navigation Pane.

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

3. Select ‘CLP Organics’ from the COC
Format drop-down box.

4. Select ‘XYZ CLP Lab’ from the Lab drop-
down box.

5. Type the following information in the
Special Instructions box: "Please return
sample cooler using prepaid fedex label
included with this shipment".

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

ERT Support: 800-999-6990

Fie Lss Saibkts e

= Vew 5 Edt [ Add B3 Copy X Delete B Fbe 4] ot et @ Fnd

J e m
& Semples Wihout LabRe:

L2 Chain of Custody o3

Chain of Custody
COC | Samples

# DatatorGlsLab

# DalaFor GlS-Moritoring

- EDD for GiSHonitoring [
ing

Close: dd a Chain of Custody | |

print Chain of Custody

COC #: 2-080713-145558-0002
COC Details

COC # |2-080713-145558-0002

coc Format[ CLP Organics Y|
Cooler # |START-02

Contact Mame |Mz EPA Sampler

Fraject Code Contact Phone ,W
Case # {10001 [ Case Complete
pas#
Lab [<¥Z CLF Lab ~]
Lab Contact |kr. JohnJ. Chemist Lab Phane W
Lab Address [112 Main Steet Lab_Fax [BEG-1112220
Lab_Address2 |
Lab_City fanptown DateShipped [12/072013  ~|
Lab_State m CarmerMame ’m
Lab Zip [00O0 AirbilMo W
Lab Remark
Please retum sample cooler uging prepaid fedex label included with this »

- - hi
Special Instructlonsl shipmen{

| Assign Samples to COC

Close Help Save Cancel < Previous Mext =
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& Edit B Fiter 4} Sort p Se\ectl 4 Find
H ‘ ] ‘
7. Click the ‘Select’ button and choose ‘Select i Gy [ ieeau] soelow | oot |
AI I H oot Ks'ﬂ',,.,,ﬂa{;’ Invert Selection
- Clear Al
Coc# Fvanilp Sanpl § M JLELL Collected Hurb| Container LabOC
» Intial Investigation |ABCT23-0002 4001 1005 |CLP Volatiles | Sedment  [8/7/2013 1] 40nL Anber Vial
Iniia Investigation |ABC123-0002  |A001  |BAX02 1006 |CLP Volatlles |Sedment | 8/7/2013 140l Amber Vial
8 CIICk on Intial Investigation |ABCT23-0002 4001 | BEXDZ 007 |CLP Volatiles | Sedment  |8/7/2013 1/ 40nL Amber Vial Y
. . Iniial Investigation |ABC1230003  |AD0D2  |BAX03 1009 |CLP Volatlles |Sedment | 8/7/2013 11 40mL Armber Vial
I Assign to 2-080713-145558- DDDZI ntallnvesigaion [PEC1ZH0003 |AOI2 BRI (1010 |CLP Vlalles |Secimerl | 87/2013 1| 4oL Anke Vid
Inital Investigation |ABCT23-0003  |A002  |BEX03 1011 |CLP Volatles |Sedment  |8/7/2013 1| 40mL Amber Vil |
Initia Investigation |ABC123-0004 (4002 |BAXD4 1013 |CLP Volatles |Sedment | 8/7/2013 1140l Amber Vial
Iniial Investigation |ABC123-0004  |AD02 | BEXD4. 1014 |CLP Volatiles | Sedment  |8/7/2013 1] 40nL Anber Vial
Initia Investigation |ABC123-0004 (4002 |BAXD4 1015 |CLP Volatles |Sedment | 8/7/2013 1] 40mL Amber Vidl |Y
Initial Investigation |ABC1 23-0001 A00BEXDT 1001 |CLP Volatiles | Sedment  |8/7/2013 1] 40nL Anber Vial
Iniial Investigation |ABCI23-0001  |A001  |BEXOT 1002 |CLP Volatlles |Sedment | 8/7/2013 140l Amber Vial
1|40 Amber Vi Y

9. CIle ‘Yes’ to Conﬁrm that yOU want the Se|ected [Inti Investioation |ABCTZFOOTT|A0T  [BEATT[1003 |CLP Voetles |Sedmert | /772013
samples assigned to the chain.

Close Assign to 2-080713-145558-0002 Print Chain of Custody

10. Follow the directions above to create a second chain of custody for the CLP 12 Toxic
Congeners and a third chain of custody for the Non-CLP samples. Use XYZ Lab for all chains
of custody and use the Scribe Layout for the Non-CLP samples.
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Exercise Nine — Section H: Print a Lab Copy Chain of Custody (COC)

Print a Chain of Custody:
1. Verify that the CLP Layout is selected

on the top right corner.

Chain of Custody Femove Filer | Save Layout l Layout: | CLP Layout
COC | Samples
I 080713-145558-0002 [Filtered|
COC# Lyl Samots 4 Location |CLP Sample #] Tag Analyses I atriz Callected Numb| Container LabGC
2080713-145558-0002 |Initial Investigation |ABC123-0002 A001 BEDZ 1005 |CLP Volatles |Sediment  |B/7/2013 1] 40mL Amber Vial
|| 2080713-145556-0002 | Initial Investigation |ABCT 230002 A0 BE02 1006 CLP Yolatiles | Sediment | 8/7/2013 1] 40mL Amber Vial
P | 2-080713-145558-0002 | Initial Irvestigation |ABCT123-0002 A0 BEXDZ 1007 |CLP Volatiles |Sediment  |B/7/2013 1/ 40mL Amber Vial |
2080713-145558-0002 |Initial Investigation |AEC123-0003 A002 BEXOZ 1009 |CLPVolables |Sedment  |8/7/2013 1] 40mL Amber Vial
| |2-080713-145556-0002 | Inial Investigation |ABC123-0003 Al02 B3 1010 |CLPVolatiles |Sediment  |8/7/2013 1]40mL Amber Vial
2-080713-145556-0002 | Initial Investigation |ABCTZ3-0003 A002 BEXOZ 1011 |CLP Volatiles |Sediment  |B/7/2013 1| 40mL Amber Vial |
2080713-145558-0002 | Initial rvestigation |ABC1Z23-0004 A002 BE04 1013 CLP Yolatiles | Sediment | 8/7/2013 1] 40mL Amber Vial
24080713-145558-0002 | Initial Investigation |ABCTZ3-0004 A002 BEMD4 1014 |CLPVolatiles |Sediment  |B/7/2013 1[40mL Amber Vial
2080713 145556-0002 | Intial Investigation |ABCTZ23-0004 A002 BEXD4 1015 |CLPVolables |Sedment  |8/7/2013 1| 40mL Amber Vial |
|| 2-080713-145556-0002 | Initial Investigation | ABCT23-0001 A0 B0 10 CLPVolatles |Sedment  |8/7/2013 1]40mL Amber Vial
24080713-145556-0002 | Initial Investigation |ABCT1Z3-0001 A0 BEXO1T 1002 |CLP Volatles |Sediment  |B/7/2013 1] 40mL Amber Vial
21080713-145558-0002 |\ml\a||nvesl\gal\on ABCT23-0001 A0 Bax01 1003 CLP Volatiles | Sediment | 8/7/2013 1] 40mL Amber Vial Y
Preview
RTFFile
HTML File
Report Setup
Close ‘ Assign to 2-080713-145558-0002 | [ Print Chain of Custody |

Click the ‘Print Chain of Custody’ bu

tton on the bottom.

Select ‘Report Setup’ to

Report Setup

customize the COC header
information.

COC Report Header Settings

|USEPa CLP COC

|CH.|'-\IN OF CUSTODY RECORD |N0. [COC # Here]

|DaleShipped

|Lab

| |5it= #

Select ‘Lab Address’ format

|CarrierName

j Lab Address

j |Case #

and ‘Lab_CSZ’
(City/State/Zip) format from
the dropdown lists.

Select ‘Lab Copy’ which will
not include Site information.

Click ‘OK’ to preview and print

the Chain of Custody.

ERT Support: 800-999-6990

|irbillt & = | |Cooler # -

Fage Orientation |Landscape -

Font Mame: |&rial -

Fort Size: |8 -

== COC Report Type ==
t* Lab Copy " Region Copy
ok Lancel Restore Defaults
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Scribe performs a QC check to make sure that all of the required information is listed on the COC. A
Chain of Custody Exceptions window will appear if there are any data entry errors detailing the
errors.

Chain of Custody Exceptions I,&J

7. Click ‘OK’ to view the QC Exceptions.

Note: The Turnaround Time was not entered 9 Chain of Custody QC Check

for the CLP Volatiles analysis.
Exception(s) Found! Click OK to View Exception(s)

oK

8. Click ‘No’ to Continue Anyway and Print the Chain of Custody to cancel printing.

QC Check e - =
AC Check - The following exceptions were found:
F xception(z) Found »

Ewceptions for COC #: 2-080713-145658-0002

Sample # ABCT23-0007: There iz nio Turn Around Time for the following analysis: CLP Wolatiles
Sample # ABCT123-0007: There iz no Tumn Around Time for the following analysiz: CLP Wolatiles
Sample # ABC123-00071: There iz no Turn Around Tirme for the following analysis: CLP Volatiles
Sample # ABCT123-0002: There iz no Turn Around Time for the following analysis: CLP Wolatiles
Sample # ABCT 23-0002; There iz no Turn Around Time for the following analysiz; CLP Volatiles
Sample # ABC123-0002: There iz no Turn Around Time for the following analysis: CLP Wolatiles
Sample # ABCT123-0003; There iz no Turn Around Time for the following analysis; CLP Volatiles
Sample # ABCT 23-0003: There iz nio Turn Around Time for the following analysis: CLP Wolatiles
Sample # ABCT23-00032: There iz no Turn Around Time for the following analysiz: CLP Wolatiles
Sample # ABC123-0004: There iz no Turn Around Tirme for the following analysis: CLP Volatiles
Sample # ABC123-0004: There iz no Tumn Around Time for the following analysis: CLP Wolatiles
Sample # ABCT 23-0004; There iz no Turn Around Time for the following analysiz; CLP Volatiles

|C0ntinue Arypway and Print the Chain of Custody? I

| Ves | | Ma

Return to the Analyses List and correct the omission.

9. Click on ‘Analyses’, under the Planning Section on the navigation pane, and enter the turnaround
time of ‘14 days’ for the CLP Volatiles.
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10. Follow steps 1-6 above to Preview and Print the Chain of Custody.

Page 1of1
USEPA CLP COC [LAB COPY) CH&IN OF CUSTODY RECORD Moo 2-080713-145558-0002
CaeShipped: &72013 Lan: XYZ CLP Lab
Carrieriame: FedEx Case #210001 Lalb Address: 112 Malin Sreet
AlrolliNG: 123456789 Cooller #- START-02 Arftown, WS 00000
Zampds lgsntimsr CLP Ma triz/ S amp s Coll. AnalysisTurnaround TapPras srvative Both ez Location CoBaction For Lab Uss
Sampis No. Msthod (Days) DataiTime only
ABC1Z3-0001 B5X01 Sadiment/ Grab WAL 1001, 1002, 1003 &) ADO1 050772013 08200
START
ABC1Z3-0002 E5x02 Sadiment/ Gran WOA14) 1005, 1006, 1007 &) ADO1 Q5072013 08200
START
ABC1Z3-0003 E5X03 Sadiment/ Grab WAL 1009, 1010, 1011 &) ADOZ 050772013 08200
START
ABC123-0004 BEX04 Szameny cran VOA(14) 1013, 1014, 1015 @) AD02 08X7 /2013 05100
START

Shipmant for Cass Complsts 7 N
Samples Transferred From Chain of Custody £

Samplefs) W b2 used TorLao @G ABCT123-0001 Tag 1003, ABC123-0002 Tag 1007, ABC1 230003 Tag 1011, ABC123-0004 Tag
1015 - Spechlnstructions: Please retum sample coaler using prepatl fedex lz0el included wim s snlpment

Analsls ey VOA=CLP Volatles

fems/Reason | Relhaulshed by (Signature and Organlzatbn) Date/Thne Recalied by (Flgnature and Orgnlzation) Ca'Time  [Sample CondRion Upon Rece bt
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Exercise Nine — Section I: Export the CLP COC XML File

The Sample Management Office (SMO) requires electronic copies of CLP Chains of Custody. Scribe
provides and export feature that will generate the required XML file to be delivered to SMO.

Export the CLP COC XML file:

1. Click on ‘Chain of Custody’ under the

Sample Management section in the left

L] Scribe - [Chain of Custody]

CLP Training
R Planning

. '\') Events

L&) Prapety Info

Efd File Lists ScribeNET Help

& Print Export

ew | [ Edit [] Add B Copy X Delete % Fiter #] Sort o Select @k Find
Text File (., *.csv) ‘

Spreadsheet File (*xls, *wh3)

HTML File (%htm)

Chain of Custody COC

navigation pane.

2. Click the ‘Export’ button on the top menu
bar.

3. Select the ‘COC XML File (*.xml)’ option.

4. Select the COC(s) to export.
5. Select the type of report template to use.
6. Click ‘OK’ to create the export file.

ERT Support: 800-999-6990

- '\') Sampling L
~-.1) Analyses

'\') Sampler

L&) Ingtument Lst
--5) Lab List

HEE Sampling

23 Air Sampling

- Tﬁ] “wipe Samplng
7 Biota

g} Soil/Sediment
Soil Gas Sampling
« T ‘Waler Sampling
i Sample Management
9. Samples

-’f; Chain of Custody

. 5 Lab Results

=2 Monitoring Data

) Custom Data Views

- Datafor BlSLab

2 / Data For GIS-Monitaring
/ EDD for GIS-Monitaring Date
" EDD for GIS-Samplng Data
~JF LabResuls Analyte/Uris O
f LabResults Crosstah

- / LabResults Crosstab with Qu
y’LabHesu\tsW\lhuutSamp\es
2 / Samples Without LabResults

I COC XML File (*aml) I | | o romse Lab DateShipped Special Instructions

e — CLP Organics WYZ CLP Lab 87772013 Please retuin sample
2080713-142043-0001 CLP High Resalutic| %72 CLP Lab 8772013 Please retun sample

Close Add a Chain of Custody Print Chain of Custody

] . 3

File Name: C:\Program Files [x86)\S cribe\Projects\CLP Training MOB

. s
Selected COC(s) to Export e =
2-050713-154751-0003

el

W 2-DE0T.3-142043-0007

== COC XML Template ==

" Lab Copy

7 Region Copy [Includes Site Infarmation)

f* CLP Region Copy [Includes additional Site and Geospatial Information]

=

Cancel Mark Al Clear All

Page 106



’E!%\ US EPA Environmental Response Team

ERY 5]‘ Comprehensive Training Manual for Scribe v3.10

7. Provide a filename for the exported XML file. In this example, Name the file with the region
number, case number and today's date (i.e. 02 10001 08-07-13).

Note: the default location where the XML file will be saved.

L Save As - — _ &
i ,I?C;,lvl . ¢ Program Files (x88) » Scribe » Projects | - |¢3\i3="r’r' Projects L |
— — N - -
Organize - Mew folder == - I@l
0 Mame Date modified Type 5
il Libraries o ) y )
= | 0210002 01-13.xml 1/21/2011 11:42 AM - XML File
j Documents i . i i y )
J‘ e || chainl and 2.xml 1/13/201211:01 AM XML File
e £ dddami 5/6/2013356 PM XML File
=| Pictures = ) )
B vid 3 || derno xmlxml 8/31/2012 9:38 AM XML File
ideos
|| multiple tag station and location.xml 10/27/2011 10:41 ... XML File
. || multiple tag xml.xml 10/2772011 9:09 AM XML File
1M Computer . y )
: | XML1xml 8/5/2013 1:09 PM XML File
&, Windows7_0S (C
B PKBACKE 001 (E;
il carasen PACAME T f | il C:
File name: |02 10001 08-07-13 -
Save as type: | COC XML File(™xml} v]
= Hide Folders [| Save ] [ Cancel l

8. Click the ‘Save’ button to save the file.

For additional information on submitting an electronic COC to SMO, please reference the following document:

http://www.epa.gov/superfund/programs/clp/download/esdsprocedures.pdf
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Exercise Nine — Section J: Create a Scribe CLP Project from an .xml File

As mentioned earlier in this exercise, the user can request from SMO a case XML file that can be
imported into your project. This XML file will customize your Site Info, Analyses, Case Number and Lab
List in your Scribe project. The Import is a one-click import.

From the Scribe Menu, click on File.

Select New Project.

Input the following Site Name, Site # and Region.
a. SCG Industries

b. 20036

c. 2

Select YES to CLP Project.

Use the default Template (scribe3.mdb).

Click Next.

After you’ve created a new Scribe Project, import the Case XML File:

Click on File | Import | CLP Case XML.
2. Clickt No to backup your project.

Import Data Wizard d

Scribe Import Data Wizard

3. Browse to the Scribe Student files and select the SCG
Industries.xml file.

1. Choose the type of data to import from the list below:

2. Pick the data to import into Scribe:

4- CIICk NeXt- & Import Data File

|D:4Scribe Student Files\SCG Industries.xmi|

[ [t > ] Cancel
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5. By default, Scribe will Replace Analyses and Laboratory — [freerb=ve=d TR )
information with contents of CLP Case File. Your Scribe
project will only contain the information contained in the Ready To Import
XML file. If you remove the checkmark, Scribe will append
the Analyses and Lab List with the information contained in
the XML file.

[v Replace Analyses and Laboratory information with contents of CLP Case File.

Click Import to Finish.

Site Name: SCG Industries

Site Info
Site Name [SCG Industies  Contractor Contact [—
Site #t [2003 Contractor Phone ,7
SiteLocation | W Number ,7
Site State EPA Contract Number [

Site Action = Contract Name
Response Authority ,ﬁ Contractor JMLB Consulting
NPL Status = pddass]
S Address2
it ipton [~ I_I
et o City << Back lex LCancel | Import
Site Phone State ﬁ
EPA Organization 5
Zip
EPA Region |2 -
EPA Contact [Sue Bryant
EPA Phone |
Account Code
CERCLIS [NJ000470532

Remarks

Scribe NET Info
Project ID:  N/A
Subscription: N/&

Additional Site information contained in the XML File

Analyses
Analyses Abbrev | Tumarou| Turnarou| Container Preservation [Analyses Type Program Type Analytical Method
Cyanide CN 14 Days Inorganics CLP ILMO5.4
ICP-AES 5-10 Metals ICP-AES |14 Days Inorganics CLP ILMO5.4
Mercury Ha 14 Days Inorganics CLP ILMO5.4
Semivolatiles SVDA |14 Days Organics CLP SOM01.2
Semivolatiles by SIM SVSIM |14 Days Organics CLP SOM01.2
Trace Yolatiles TVOA |14 Days Organics CLP SOM01.2
YVolatiles V04 14 Days Organics CLP SOM01.2
List of analyses contained in the XML File
Lab List
Lab Lab_Contact Lab_Phone Lab Fax Lab_Address Lab_Address2 Lab_City Lab State
) |ALS Laboratory Group| Roxy Olson 801-266-7700 960 West LeVoy D Salt Lake City ut
Liberty Analytical Corp| Kenneth Grzybowsl| 919-379-4100 501 Madison Aver Cary NC

List of Laboratories contained in the XML File
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Exercise Nine — Section K: Generate Sample Receipt Report

Create a "Receipt for Samples"” report for samples taken at location AOO1:

1. Click on ‘Samples’ il st Bope v — — p -
) File Lists ScribeMET Help _[&]x
under the Sample &b print Export £ View | & Edit I Filter 8] Sort  + Select (M Find
. . E;Pmamg Samples Save Layout | Layout: [CLP Layout |
Management section in -
ot Sy [Sampir]
th I f t - t -3) Propeny Info Filter For AOO]
ele naVlga on pane 13) Sampling Locations [ ample ample Date Remove Fifter CLP Sample #[Tag ntainer i
<5 Analpses ABC |B/77201%_|Inital onc PEGA0T 1000 “Armber dar
. . ) ~E) Sampler ABC1Z30001 772013 | Inie Sort Ascending Bar 1001 il Amber Vi
- 3 Instument List ABCT23-0001 /772013 Iniia BERIr 1002 |40mL Amber Yial
2 . RT CI IC k on Locatl on :.)) Lab List ABCIZ3-0001 7772013 Iniil Sort Descending CE 100 i Amber Wial
y Yea Simping ABCTZ3-0001  |8/7/2013 | Iniia ] A 2 Glass Jar
Aool . £ ir Sampling ABCIZE0002 |8/7/2013 | Intie T2 ong PEE<0Z 1004 Amber Jat
5 wipe Sanpling ABCTZ30002  |2/7/2013 | Iniia Add 1005 |40mL Amber Viel
o B ABCTZ30002  |2/7/2013 | Iniia " 1006 |40mL Amber Vial
1= ] ABCT230002  [8/7/2M3 | Inika Py 1007 il Amber ial
3. Select ‘Filter for A001’. 8 Sosetint s 2300 (ot s PN
ABCTZ30003 _ |8/7/2013 | Inita 1008 Armber Jar
-] Waler Sampin ABCTZ30003  [8/7/201% |Inkia Show Lab Results for ABC123-0001 1009 L Amber Yial
Sample Management ABC123-0003 /772013 Iniia 1010 il Amber Yial
4} Samples. ABC123-0003 /77201 nitia Print 3 011 il Amber Yial
T Chain of Custody ABCTZ3-0003  |8/7/2013 | Iniia e , A 2 Glass Jar
- Lab Resuls ABCTZ3-0004 /72013 Inial po 1m2 Aber Jar
£ Monkoiing Data ABC123.000 /742013 Iniia View » 1013 [40mL Amber Vial
e Custom Data Views ABC123000 772013 | Iniie 1014 [40mL Amber Vial
# Datator BlS-Lab ABC123.000 772013 | Iniia Column Properties 1015 [40mL Amber Vial
¥ Dota Fo GI5 Montoing £BCT23000 772013 | Inie : | e I B o2 Glass Jar
~# EDD for GISMaritaring Date
¥ EDD tor GISSampling Data
' LabResults Analyte/Urits GC
¥ LabResults Crosstab
+§¥ LabResults Crosstab with Qu
 LabResults Wwithout Samples
& Sampleswithout LabResuls %
4| +

Click the ‘Sort’ button on the top menu bar.

Under Sort By, select ‘Sample #° Ascending and ‘Tag’ B Fiter] £) Sort |« Select @A Find
Ascending
6. Click ‘OK’ to sort. — X,
Sort By:
[GARFLE # £+ Aseending
* Deseending
Then By:
TAG ~| + Ascending
| J ™ Descending
Then By:
[nane) ~| + Ascending
| J " Descending
Then By
-| ™ Azcending
|[n0ne] J " Descending
Clear Al [ ] conee |
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Click on ‘View’ and ‘Select Columns’.

Remove check-marks from

- EventlID
- Remarks

9. Click ‘OK’.

10. Click the ‘Print’ button on the top menu bar.
11. Select ‘Worksheet’
12. Select ‘Report Setup’.

US EPA Environmental Response Team
Comprehensive Training Manual for Scribe v3.10

K Fil=  Lists  Scriblets  Help
& Print Export
[Eid CLF Training Load Layout
£ ,E';”E'”g . nples
,' vents Save Layout
{) Property Info :
'\_i) Sampling Locatio| v Browse View X3
'\_i) Analyses Farm Wiew 3-0001
“2} Sampler aECT23-0001
’3‘3 Instrument List ABCT23-0007
(i) Lab List ABC1 2300071
1 Sampling ABC1 2300071
2 somng
;*‘_—:] \B’\f;'?: Sampling ABC123-0002
i Soil/S edi ABCT23-0002
) So ¥ [ABCTZ30002
Ef] File Lists Scriblets  Help
& Print I Export Yiew | [Z Edit
Eﬁ ELF Preview Samples
Ealgte aetup Surmary | Samples
i
Export } ations Sample #
Label R ABCT 230001
8DEIS HRCTZ 30001
Wik Sheet Presview 1230001
’\'i;) Lab List RTF 123-0001
£l Sampling HTML 123-0001
£ bt Sampling | Repart setup |%
] Wipe Samplin AL
E e ABC1Z3-0002
i Soil/Sediment ABCT 230002
ABCT23-0002
Soil Gas Sampling 4
T Water Sampling

13. Use the information in the graphic below to customize the Report Header

and click ‘OK’ to continue.

Report Setup

e =

Report Header

|F|ec:eipt for Samples

| Task Description EP& Sampls

|F'roiec:t Mo 10001 |F'roiec:t Mame: CLP Training

|LDcati0n: A001

|Splil Samplez Transferred |Date Tranzferred:

|Br00k|_l,ln, Eh'd

|S|:|Iit Samples Received B |Date Received:

|Sampler Sighature:

Iv Report Analysiz on Sampling Work Sheets

Fant size |8 -
Font name |E5HE] -
Alignment |center -

LCancel

Page Orientation |Partrait -
Colurmnz Per Page |6 -
Fepeat Warkzheet |Yes -

Restare Defaults
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The Samples Receipt worksheet report will be displayed:

Receipt for Samples
Samples EPA Sample

Project Mo: 10001 Project Mame: CLP Training Location: AQD1
E{:!'t Samples Trans emed Diate Transferred Brookhyn, WY
E{:!It Samples Received Diat Recsived: S Sampler
Sample # ABC1Z3-0001 ABC123-0001 ABC1Z3-0001 ABC1Z3-0001 ABC1Z3-0001
Sample Cate BT2013 BTi2013 BTi2013 BT2013 BT2013
Location A0 A0 ADD1 A0 ADD1
Matre Sediment Sedment Sediment Sediment Sediment
Collecton Method Grab Grab Grab Grab Grab
Sample Type Field Sample Fiel Sample Field Sample Field Sample Field Sample
Anshgses CLP 12 Toxdc CLP Volstiles CLP Volstiles CLP Volstiles Tots Sulides
Congeners
CLP Sample # PBEX 01 BEX01 BEX D1 BE{D1
Tag 1000 1001 1002 1003 A
Contziner 32 oz Amber Jar 40ml Amber Vial 40ml Amber Vial 40l Amber Vial doz Glass Jar
CoC ZADE0T 13142045 ZA0EIT13-154T51- Z0B0T13-154T51- ZA0EIT13-154T51- Z0B0T13-154TE-
[} 0003 e o003 e
Lsb ¥YEZCLP Lab XYZCLP Lab ¥YZCLP Lab XWEZCLP Lab ¥YZ CLPLab
Sample # ABC123-40002 ABC123-0002 ABCH1ZI-0002 ABC1Z3-0002 ABC1Z3-0002
Sample Cate BT2013 BTi2013 BTi2013 BT2013 BT2013
Location A0 AT A1 AT A1
Matre Sediment Sedment Sediment Sediment Sediment
Collecton Method Grab Grab Grab Grab Grab
Sample Type Field Sample Fiel Sample Field Sample Field Sample Field Sample
Anshgses CLP 12 Toxdc CLP Volstiles CLP Volstiles CLP Volstiles Tots Sulides
Congeners
CLP Sample # PEEX 02 BEX0Z BEXOZ BE0Z
Tag 1004 1005 i 1007 A
Contsiner 32 oz Amber Ja 40ml Amber Vial 40ml Amber Vial 40l Amiber Vial doz Glass Jar
CoC ZADE0T 13142045 ZA0EIT13-154T51- Z0B0T13-154T51- ZA0EIT13-154T51- Z0B0T13-154TE-
(L) 0003 e [ e 0003
Lsb XN CLP Lab XYZCOLP Lab XYZCLP Lab ZCLPLab ¥YEZCLPLab
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Exercise Nine — Section L: Inputting Sample Weights & Generating a Sample Weight

Log
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Since CLP Volatiles analysis may require sample weights to be recorded, a Sample Weight layout is

available under the Chain of Custody section.

Input VOA Sample Weights:

1. Click on ‘Chain of Custody’ under the Sampling Management section in the navigation bar.

a > w DN

I File Lists ScribeNET Help
& Print Expo

View

= Edit

g Filter %l Sort

« Select (% Find

- || & x

CLF Training

JE Planning

&) Events
k) Praperly Info

| Remove Fiter §

Save Layout | Lapout[[Sample weight Log

COC #: 2-080713-154751-0003 [Filtered

Sampling Locations CLP Sampls #[Matiix Analyses Preservalive |Tag | Tared Weight (g)] Final Weight ()] Sampleweight ()] COC #
~2) Analpses Sediment | Total Sulfides [TAT 21 Daps]  |ZnAcetate  |A | | 2-080713154751-0003
<) Sampler Sediment | Total Sulfides (TAT 21 Days) [~ - - - 2.08071 31547510003
~{3) Instrument List Sedment | Total Sulfides [TAT 21 Days| | Filter For CLP Volatiles (TAT 14 Days) | Iy 2-080713-154751-0003
’\i) Lab List Sediment Total Sulfides [TAT 21 Days| Remove Filter 2-080713-154751-0003;
| [ D] Sediment [N AT 14 Days) 208071 31547510003
£ & Sampling BEX01 Sedment | CLP Volaties [TAT 14 Days) Sort Ascending 2080713154751-0003
2 wipe Sempling BEXO1 Sedment | CLP Volaties [TAT 14 Days) T 2:080713-154751-0003
5 Biota T Sediment | CLP Valstles TAT 14 Days) TRE=EREDY) 208071 31547510003
Y SailiSed BEX0Z Sedment | CLP Volatles TAT 14 Days] 20807131547510003
g ! BEX0Z Sedment | CLP Volaties [TAT 14 Days) Edit 2:080713-154751-0003
Soil Gas Sampling [ Sediment | CLP Volatles [TAT 14 Days) Add 2-080712-154751-0003
3 Waler Sampling BERDZ Sedment | CLP Volaties [TAT 14 Days| 08071 3-154751-0003
JE Sample Management BEX03 Sedment | CLP Yolaties [TAT 14 Daps] Sy 2-080713154751-0003
T Sediment | CLF Volatiles (TAT 14 Days) Delete 208071 31547510003
= BERDE Sedment | CLP Volaties [TAT 14 Days| 2080713-154751-0003
Y Lab Resuls BEXD4 Sedment | CLP Volaties [TAT 14 Days) Print v 2:080713154751-0003
-3 Monitoring Data
QY Custom Data Views EpEl '
# Datator GIS-Lab View 4
# Data For GIS-Monitoring
i EDD for GIS-Monitoring Datz Column Properties
EDD for GIS-Sampling D ata
LabResults &nalybe/nits QT
LabResults Crosstab
LabResults Crosstab with Gu
LabResults Without 5 amples
/ Samples without LabF esults
Close Assign to 2-080713-154751-0003 Print Chain of Custody

Select the ‘Samples’ tab and click the ‘Remove Filter’ button on the top.

Change the layout ‘Sample Weight Log Layout’.
RT-Click on a ‘CLP TCL Volatiles’ Analyses record in the grid.
Select ‘Filter for CLP Volatiles (TAT 14 Days)’.
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6. Use the table below to input sample weight information:

Tag Number Tared Weight (g) Final Weight (g) Sample Weight (g)
1001 32.00 37.18 5.18
1002 31.85 37.10 5.25
1003 32.20 37.25 5.05
1005 32.10 37.18 5.05
1006 32.80 39 6.20
1007 31.50 36.85 5.35
1009 31.20 36.20 5.00
1010 32.00 37.15 5.15
1011 32.40 37.48 5.08
1013 31.90 37.01 5.11
1014 31.45 36.57 5.12
1015 32.15 37.21 5.06
Chain of Custody Remove Filker | Save Layout | Lapout; |Sample “Weight Log ﬂ
COC | Samples
Samples: 12 [Filtered
CLP Sample #] Matrix Analpzes Preservative Tag Tared Weight [g]] Final “eight [g])] Sample ‘Weight [g)| COC #
BE-01 Sediment CLP Volatiles [TAT 14 Daps) 1001 3 3718 5.18|2-080713-145558-0002
BE-01 Sediment CLP Volatiles [TAT 14 Daps) 1002 31.85 KA 5.25|2-080713-146558-0002
BEOT Sediment CLP Volatiles [TAT 14 Daps) 1003 322 37.25 5.05| 2-080713-145558-0002
BE-D2 Sediment CLP Volatiles [TAT 14 Daps) 1005 321 3718 5.05|2-080713-145558-0002
BE02 Sediment CLP Yolatiles [TAT 14 Daps) 1007 32.8 33 E.2|2-080713-145558-0002
BE03 Sediment CLP Volatiles [TAT 14 Daps) 1009 3.5 36.85 5.35|2-080713-145558-0002
BE-03 Sediment CLP Volatiles [TAT 14 Daps) 1010 .2 6.2 5| 2-080713-145558-0002
BE-03 Sediment CLP Volatiles [TAT 14 Daps) 1011 32 3715 5.15|2-080713-145558-0002
BE-04 Sediment CLP Volatiles [TAT 14 Daps) 1013 324 37.48 5.08| 2-080713-145558-0002
BE04 Sediment CLP Volatiles [TAT 14 Daps) 1014 3.9 370 5.11|2-080713-145558-0002
B&-04 Sediment CLP Volatiles [TAT 14 Daps) 1015 31.45 36.57 5.12|2-080713-146558-0002
p |BEHDZ Sediment CLP Volatiles [TAT 14 Daps) 1006 3215 3721 5.06| 2-080713-145558-0002
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Create a "Sample Weight Report":

1. Click the ‘Print’ button from the top menu bar.

Select ‘Worksheet’.

Select ‘Report Setup’.

Use the information in the graphic below to customize the Report Header.
Click ‘OK’ to continue.

a > DN

Report Header

|Samp|e Wwheight Log

| Tazk Descrpiion |- Additional |rfa -

|Shipped to:d'Z CLP Lab | Completed by: |Case Mumber: 10001
112 Main Street | DS Nurnber: 123456
|.-‘-‘-.nytu::wn, L 00000 |Date: |Date Shipped:

[v Report Analysiz on Sampling wWork, Sheets

Font zize |E ﬂ Fage Onentation |F'|:|rtrait ﬂ

Font name |.i'-.rial ﬂ Colurmnz Per Page |E ﬂ

Alignrment ||:enter j FRepeat ‘Worksheet |Yes j
k. Cancel Restore Defaulks
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Shipped £ CLP Lab

112 Main 5 reat
Anyiown, MJ 00000

Sample Weight Log
Chain of Custody - Additional Info -

Completed by

C=te;

Case Numbser: 10001
DAS Number: 123455

Cate Shipped:
CLP Sample # BEXD1 BEX01 BEX01 B2 BEX2
Matrix Sediment Sediment Sediment Sediment Sediment
Anahses CLP Volatiles CLP Volatiles CLP Volatiles CLP Volafiles CLP Volafiles
Freservative
Tag 1001 1002 1003 1005 1006
T ared Wieight (g} iz 31.85 122 31 215
Final Weight (g} iT.18 £ Irzh Irig .2
Sample Weight (g) 518 525 505 5.05 506
Coc=s 2080713145558 2-0E0T13-14E5EE- Z-0E0T13-14555E- 2Z-0E0T13-14E55E- 2408071 3145558
D2 0z D2 D02 D2
CLP Sample # BEXDZ BEX02 BEX03 B3 BEX04
Matrix Sediment Sadiment Sediment Sediment Sediment
Anahses CLP Volatiles CLP Volatiles CLP Volatiles CLP Volafiles CLP Volafiles
Preservative
Tag 1007 1008 1010 1011 1013
T ared Wieight {g) 128 N5 nz iz 124
Final Weight (g} 19 38.85 .2 £ T 4] .48
Sample Weight (g) 8.2 535 ] 515 508
Coc=s 2080713145558 2-0E0T13-14E5EE- Z-0E0T13-14555E- 2Z-0E0T13-14E55E- 2408071 3145558
D2 0z D2 D02 D2
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Exercise Nine — Section M: Total and Dissolved Metals Analyses for the Same Sample

The Sample Management Office (SMO) requires that two (2) separate CLP Sample numbers be
assigned to the CLP Total and Dissolved (Filtered) analysis. An easy way to accomplish this is to add
both the Total and Dissolved Metals analysis to the sample with the same CLP Sample Number, and
once all of the samples and analyses have been added, update the CLP sample # for one of the
analyses.

It is important to note that if CLP Sample Numbers are being supplied to you by SMO, they must supply
you with additional numbers to accommodate the Total and Dissolved (Filtered) metals. For example, if
you will be taking 5 samples for metals, you will need an additional 5 CLP Sample numbers in order to
include both Total and Dissolved (filtered) Metals with different CLP Sample humbers.

If SMO is not supplying you with the starting CLP Sample Number and you will be creating your own
set of CLP Sample Numbers, this exercise will include how to generate your own set of CLP Sample
Numbers.

Add Samples with Both Total and Dissolved Analyses:

New Project Wizard a
Create a New Scribe CLP Project:
1. From the Scribe Menu, click File. Project Information
2. Select New Project.
. Site Name: ITotaI and Dissolved Metals Project
3. Click Next. o
Region # |2 v
4. Complete the Project Information. PPopetfes o]
Scribe Template .mdb used to create project.  browse..
Site Name: Total and Dissolved Metals Project [C:\Program Files (+86)\Scribe\Template\scribed mdb
Site #: 123
Region' 2 << Back Help l Cancel I 1
CLP Project: YES
5. Click Next.
New Project Wizard a
6. Click Finish. Project File Path
Choose the directory and filename to Save this project.
Save Project As: voowse |
C:\Program Files (x86)\S cribe’\Projects\Total and Dissolved Metals Project MDB
<< Back Cancel
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Modify Scribe’s default Analysis List:

1.
2.

o > »

Configure the CLP/Tag Settings:
1.

Under the Planning section in the left navigation pane, click on Analyses.

Delete all of the analyses (we will only be using Total and Dissolved (filtered) Metals for this
exercise).

Click the ‘Select’ button on the Toolbar
Click on ‘Select All’.

Click the ‘Delete’ button.

Click “YES’ when prompted to delete.

Add Total and Dissolved (Filtered) Metals analysis by clicking on the ‘Add’ button at the top or
bottom of the Analyses list window and enter the information below.

Analyses
Analyses Abbrev Turnarou| Turnarou| Container | Preservation |&nalyses Type Program Type
CLP-DMTL-ICP-MS |DMTLICP-MS |21 Days 1 liter amber |HNO3 Inorganics CLP
CLP-TMTL-ICP-MS |TMTLICP-MS |21 Days 1 liter amber |HN0O3 Inorganics CLP

ANALYSES Note: If you add a new CLP Analysis, you MUST provide the analysis name,
abbreviation, turnaround time, Program Type of CLP and an analysis type of either Organic,
Inorganic or High Resolution in order to correctly assign a CLP sample number and COC Layout.

CLP/Tag Settings n

Set Default values for CLP Sample Numbers and Tags.

Click on File | CLP Options | CLP Tag EPA Regm unber [——]
Settings. Newt CLP Sample # [Baxmn

. . Default CLP Case #: (9158
Select Region 2 from the EPA Region

Default DAS #:

Number dropdown. !

Tag Numbers
Enter B8X01 as the Next CLP Sample NewTagh [ (Mustbe aNunber

[~ Use Region Number to Prefix Tag Numbers

N um be r. CLP Tag Format Mask: . i [Dp[t‘iao:al ;feﬁ: # digit placeholder)
Enter 9158 as the Default CLP Case # I Apply Tag Format to ALL Tag Numbers (NON CLP as well as CLP Tags)

CLP Options
C||Ck O K [v Default to CLP COC Format and CLP Layouts

v Perform QC Check when printing and exporting Chain of Custody (COC) Data
[v Default COC XML Export ta CLP Region Copy (Includes additional Site and Geospatial data)

Cancel Restore Defaults

Note: Never enter a leading ‘M’ (Inorganics) or ‘P’ (High Resolution) for the Next CLP Sample #.
Scribe will automatically append the letter based on how the analysis was setup in the Analyses
section under Planning.
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Add Water Samples:
Click on ‘Water Sampling’ under Sampling section in the left navigation pane.
Click the ‘Add a Sample’ button.

Using the graphic below, complete the Sample Details for the first sample at Location MWO1.
Note: The Scribe Sample # is auto-generated using the site # entered when the project was
started. The CLP Sample Number will be assigned later.

Water Sampling: Sample # 123-0001

Sample Details | ‘Water Quality

Measurements

Analysis

EventlD |3rd Quarter 2018

Sample # [123-0001

v| DateCollected [11/14/2018 +]
Time Collected |10:00 [hh:mm)

Location IMWU1 _v__l Sampler lJ. Sampler _v_]
Sub Location I :J Activity [ LJ
M atrix ]Glound W ater L] Sampling Depth
T Depth From l
Source ]Monltonng Well lJ S
’ epth To ]
Collection ]Glab L' Depth Uinits I L]
Sample Type IField Sample L]
Concentration v l Odor I _:J
Color | z]
Remarks

4. When the sample details are complete, click the ‘Analysis’ tab and input the analysis information

for the sample.

In the Analyses/TAT tab, click the dropdown and select the Total Metals (CLP-TMTL-ICP-MS).

Click in the CLP Sample # field to add the record. Note: Since you added the Turnaround Time,
Container and Preservation when you added the analyses, Scribe will populate those fields.

Water Sampling: Sample # 123-0001

Sample Detalls | Water Quality | Measurements Analysisl

Analyses/TAT CLP Sample # TAG TAT TAT Units  Container  No Storage Preservation LabQC  Preliminary Description
F CLP-TMTLACP-MS (TAT 21 ‘MBBXm '1000 ‘ 21]Days 1 lter amber |1 HNO3 ’ No I
V([ Days) | |
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6. Click on ‘Add Analysis’, click the dropdown and select the Dissolved Metals (CLP-DMTL-ICP-MS).
Click on CLP Sample # to add the record and click ‘Close’ at the bottom of the screen.

Water Sampling: Sample # 123-0001

Sample Details | Water Quality | Measurements A

& & QOLGINe

Analyses/ T4 ample # TAG i age eseryati 3 :
) CLP-TMTLACP-MS (TAT MBEXOT 1000 21|Days 1 liter amber |1 HNO3 No

21 Days)

CLP-DMTLACP-MS (TAT 21 |MBEXD 100 21|Days 1 liter amber |1 HNO3 No

7. Using the copy feature, ‘copy’ the sample four (4) times and change the locations and sample time
as depicted in the graphic below.

Water Sampling

Summary | Samples

Sample # EventlD Location Sample Date |Sample M atrix Source Collection  |Sample Type

» |123-0001 3rd Quarter 2018 w01 11/14/2018  |08:00 Ground ‘| Monitoring W | Grab Field Sample
123-0002 3rd Quarter 2018 w02 11/14/2018 |[10:00 Ground ‘A | Monitoring \w| Grab Field Sample
123-0003 3rd Quarter 2018 w03 11/14/2018  [11:00 Ground ‘| Monitoring ‘w| Grab Field Sample
123-0004 3rd Quarter 2018 w04 11/14/2018  [14:00 Ground ‘| Monitoring \w| Grab Field Sample
123-0005 3rd Quarter 2018 w05 11/14/2018 |15:.00 Ground ‘| Monitoring W| Grab Field Sample

8. Under the File Menu, click on CLP Options | CLP/Tag Settings. Note the next starting CLP Sample
#.

CLP/Tag Settings l

Set Default values for CLP Sample Numbers and Tags.
CLP Sample Numbers

EPA Region Number. |2 v
Next CLP Sample #: [Mpax0g I

Default CLP Case #: (9150

Default DAS #: [—

Tag Numbers

Nest Tag #: 1010 [Must be & Number)
[ Use Region Number to Prefix Tag Numbers

CLP Tag Format Mask: (Optional Prefix, # digit placeholder]

[™ Apply Tag Format to ALL Tag Numbers (NON CLP as well as CLP Tags)
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Generating CLP Sample #s

Scribe has the functionality to generate CLP Sample #'s based on the number of Organic, Inorganic
and High Resolutions samples that are going to be collected. The next steps will illustrate how to
generate a list of the next available CLP sample numbers to be assigned. These numbers will replace
the existing CLP Samples #'s for the Dissolved analysis. NOTE: DO NOT enter a leading ‘M’
(Inorganics) or ‘P’ (High Resolution) for the Next CLP Sample. Scribe will automatically append
the letter based on the type of sample.

K File Lists Scribe.NET Help Q
i . . New Project Ctrl+N dit [ Add Copy #X Delete
1. From the Scribe Menu, click on File. Open Project Ctrls0
Close Project
2. Select CLP Options | CLP Sample Backup Project
Number Generator. =
Import >
Scribe.NET >
| cip Options | > CLP/Tag Settings
Template & Folders CLP Sample Number Generator
Task Groups
System Options
Compact Database
Exit
CLP Sample Number Generator u
3. Enter the starting CLP Sample Number from ‘
above. (B8XO06). Starting CLP Sample No. IBBXUS
4. Enter the # of ad_ditional Inorgani_c Samples. In # of Organic Samples: |
the above exercise, we entered five (5)
samples so we will need five (5) additional CLP # of Inorganic Samples: |5

Sample Numbers.

5 Click OK. # of High Resolution Samples: |

oK Close |
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B3 CLP Sample Numbers

¢« v A » ThisPC > Downloads » CLP Sample Numbers v b

CLP Sample Numbers

6. You will be prompted to name and save the file
with the list of the next available five (5) CLP Oignzerr - ENeh oy S

Sample #,S & Downloads A Name Date modified Type Size
D Music

No items match your search
=] Pictures

B Videos

i 05(C) o

File name: [ Starting CLP Sample Number BIAAD.csv

Save as type: | CSV Files (*.csv)

A Hide Folders Cancel

A
CLP Sample No
MB8X06
MB8X07
MB8X08
MB8X09
MB8X10

7. Once you've saved your file, you will be prompted to Open it. Click Yes.
The file will launch in MS Excel. These will be the sample #'s that will be
assigned to the Dissolved Metals analysis.

Changing the Dissolved Metals CLP Sample #’s:

Sample Management
5y SamEles
[ Chain of Custody
@ Lab Results

...&2 Monitoring Data

1. Under Sample Management, click on ‘Samples’.

Samples

Summary | Samples

| [Sample # |Sample Date|Sample Time |EventiD Location |Matrix | Collection | Sample Type|Analyses CLP Sample #| Tag Container
123-0001 [11/14/2018 |08:00 3rd Quarter 2018 |Mw01 | Ground Y| Grab Field Sample | CLP-DMTL-ICP-MS |MBEX01 1001 1 liter amber
1230001 [11/14/2018 |08:00 3rd Quarter 2018 |Mw01 | Ground | Grab Field Sample | CLP-TMTL-ICP-MS |MBEX01 1000 |1 liter amber
1230002 |11/14/2018 |10:00 3rd Quarter 2018 |Mw02 | Ground | Grab Field Sample | CLP-DMTL-ICP-MS |MBEX02 1003 |1 liter amber
123-0002 |11/14/2018 [10:00 3rd Quarter 2018 |MW02 | Ground ‘| Grab Field Sample | CLP-TMTL-ICP-MS |MBEX02 1002 1 liter amber
123-0003 |11/14/2018 [11:00 3rd Quarter 2018 |MW03 | Ground ‘| Grab Field Sample | CLP-DMTL-ICP-MS |MBEX03 1005 1 liter amber
123-0003 |11/14/2018 [11:00 3rd Quarter 2018 |MW03 | Ground 'a| Grab Field Sample | CLP-TMTL-ICP-MS |MBEX03 1004 1 liter amber
123-0004 |11/14/2018 |14:.00 3rd Quarter 2018 |Mw04 | Ground | Grab Field Sample | CLP-DMTL-ICP-MS |MBEX04 1007 |1 liter amber
123-0004 |11/14/2018 |14:00 3rd Quarter 2018 |Mw04 | Ground | Grab Field Sample |CLP-TMTL-ICP-MS |MBEX04 1006 |1 liter amber
123-0005 |11/14/2018 |15:00 3rd Quarter 2018 |MW05 | Ground | Grab Field Sample | CLP-DMTL-ICP-MS |MBEX05 1003 |1 liter amber
123-0005 |11/14/2018 |15:00 3rd Quarter 2018 |MW05 | Ground | Grab Field Sample |CLP-TMTL-ICP-MS |MBEX05 1008 |1 liter amber

2. Using the Filter feature, right-click on the : |Fi|ter For CLP-DMTL-ICP-MS
Dissolved analysis and select Filter for CLP-
DMTL-ICP-MS, Aalses ___ RemoveFilter
CLP-DMTLICP-MS
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Samples

Summary | Samples

Sample # | Sample Date| Sample Time|EventlD Location [Matrix  |Collectio [Sample Type|dnalyses CLP Sample #]Tag | Container CoC
1230001 |12A12/2018 |08:00 3rd Quarter 2018 [MW01  |Ground | Grab | Field Sample |CLP-DMTLACP-MS || MBEX(1 1001 |1 liter amber
1230002 |12A12/2018 [10:00 3rd Quarter 2018 |MW02  |Ground|Grab | Field Sample [CLP-DMTLACP-MS|MBEX02 1003 |1 liter amber
1230003 |12/12/2018 |11:00 Jd Quarter 2018 [MW03 | Ground'|Grab  |Field Sample [CLP-DMTLACP-MS ||MBEX03 ~ [1005 |1 liter amber
1230004 [12/12/2018 |14:00 3rd Quarter 2018 |MW04  |Ground|Grab  |Field Sample |CLP-DMTLACP-MS || MBEX04 1007 |1 liter amber
1230005 |12/12/2018 |15:00 Ird Quarter 2018 [MWOS  |Ground'|Grab | Field Sample [CLP-DMTLACP-MS|MBEXDS ~ [1003 |1 lter amber

The five (5) Dissolved analyses will be displayed.

3. Manually change the CLP Sample #using the numbers in the file generated in the previous section.

Samples

Summary | Samples ‘

Sample # |Sample Date|Sample Time |EventlD Location [Matris  |Collection  |Sample Type|Analyses CLP Sample #Tag | Container

1230001 |11/14/2018 |08:00 Jd Quarter 2018 |MWOT | Ground | Grab Field Sample | CLPDMTLACP-MS [MBEX0E 1001 |1 fter amber
1230002 |11/14/2018 [10:00 i Quarter 2018 {MW02 | Ground | Grab Field Sample | CLPDMTLACP-MS [MBEX07 (1003 |1 fter amber
1230003 |11/14/2018 [11.00 i Quarter 2018 {MWO3 | Ground | Grab Field Sample (CLP-DMTLACP-MS |MBE08  [1005 |1 liter amber
1230004 |11/14/2018 1400 I Quarter 2018 |MW04 | Ground Y| Grab Field Sample |CLP-DMTLACP-MS |MBEX0S 11007 |1 fiter amber
1230005 |11/14/2018 1500 I Quarter 2018 |MWOS | Ground Y| Grab Field Sample | CLP-DMTLICP-MS [MBEX10 {1009 |1 fter amber

h'] CLP SamPleﬂGenelalor
Viewing Total and Dissolved Metals on the Chain of Custody: G Evonts
{22 Property Info
:g iii;f:g Locations

(:si) Sampler
H 3 H ’ . . 32 Instrument Lis
1. Click on ‘Chain of Custody’ under the Sample Management section in g" ',;Z.:-’ok‘f;:e.;
the left Navigation Pane. £ Sompling

&2 Air Sampling
. ‘ . , ﬁ “Wipe Sampling
2. Click the ‘Add a Chain of Custody’ button at the bottom of the screen. > L.
=4 Soil Gas Sampling
23 Water Sampling
£ Sample Management
: ,‘1 Samples
[ £ Chain of Custody |
‘23 Lab Results
&2 Monitoring Data
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3. Select ‘CLP Inorganics’ from the COC Format drop- €OC #: 2-111518-101205-0002
down box COC Details
‘ . o COC# {2111518-101205-0001| CDCFormalICLPInmganics ad
4. Select ‘A4 Scientific’ from the Lab drop-down box. Cookr# ContactName|
) Project Code Contact Phone
5. Select the Date Shipped. Cxe M2 Ca compt
. L DAS #
6. Enter the CarrierName and Airbill No.
Lab [&4 Scientifc, Inc S
7. Type the following information in the Special Leb Contact [Reddy Pakandt Lab Phone 2812825277
|nStI’UCtI0nS bOX “Please return C00|el’ us'ng Lab Address {1544 Sawdust Road Lab_Fax |261-292-2481
| . .”' | . . Lab_Address? [Suite 505
enc Osed alrbl . P ease prOVIde a Scrlbe Lab_City | The Woodlands DateShipped (11/15/2018 hd
compatible Lab Results EDD”. T Carielme [PS B
. . Lab_Zip [77360 AitbilNo [4PE385E50NNZ
8. Click the ‘Assign Samples to COC’ button. L, Remark [34
. Please retun cooler using enclosed airbill. Please provide a Scribe I
9. Sort by CLP Sample # and notice that the Total and Speci Intuctions cCmE21D Lab Resuls EDD
Dissolved analysis have unique CLP #'s for each
sample.
10. Click the ‘Select’ button and choose
‘Select All’. B it LELR, Fier _gi Sot [{Selm IMFind
11. Click the ‘Assign To’ button. ‘ T
Chain of Custody
. . Clar Al
12. Click ‘Yes’ to confirm that you want 00C Sanpes — |
1 0CH 8-101205-000 ered
the S EIECted Samples aSSIQned to the (0c4 Fvantl) Sanpe# |Locaton|CLP Sanple #Tag [ Anafses Matix | Sample DateSample Time| Numb)Contaner  {Presenvalive
chain. 21161801205 0001 3 Cuate S 50001 W1 WB1AAD 1000 |CLPTNTLICPHS |Giound Wak 11472018 1630 1[Theranber |HND3
2A1T618901205.0001 0 Duate S 50007 W2 WTAAT 1003 |CLPTNTLICHS | Ground Wat 11472018 1430 1[Theranber AN
- 211518101205 0001 3 Quaer Sl 4550008 M3 MB1AR2 1005 |CLPTMTLICPNS | Gound Wk /1472018 1430 1[Therenber AN
Assign to COC 11518101205 0001 3 Quaer S 4550005 MWOAMBIAR3 1007 |CLPTMTLICRNS | Gound Wk T14/2018 1430 1[THeranber |HN3
2A1T618901205.0001 3 Duater Sl 50010 WWTE WB1ARE 1003 |CLPTNTLICPHS |Ground Wak 11472018 1430 1[THeranber AN
BN s oS R T oo et 0 e 1T6189012050001 3 Duate S 550001 W1 W1AE6 1001 |CLPONTLICPHNS |Giound Wat 11472018 130 1[THeranber |HN3
‘9' Sample(s)? 1T818901205.0001 3 Quate S 50007 W2 V1A% 1004 |CLPOMTLICPHNS |Giownd Watl /1472018 1630 1[THeranber AN
| 1751107205001 3 Dt Sl 560008 MW _|WB1AAE 1005 |CLPONTLICPH [Ground i 1171472018 1430 1[1Heranber |HN3
11518107205 0001 3 Quaer S 4550009 MWOA MBIAR8 1008 |CLPOMTLICPNS | Gound Wk T/14/2018 1430 1[THeranber |HNG3
Yes no | 21T618901205.0001 3 Duate S 50010 TG WB1AE 1010 |CLPONTLICPHS Ground Wat 11472018 1430 1[THeranber AN
Close Print Chan of Custody
Chain of Custody
COC Samples
13. Click on’ Print Chain of Custody’. WY [FeaD[Soe o] 0PSegelsg [hdes e[GOt o] Nontlre_ [P
. , {21 9518012054 Quater Sl 4550001 W01 MB1AR0 11000 [CLPTMTLICPHS GmundWale\WM/ZmB 143 11 fleramber {HNO3
14. Select ‘Report Setup’. 2 TETBT012050 et g 001 T VBTARS 1001 |CLPOMTLICP G W 174108 1430 11 Heraber R
2 T15H8H1D1205H 3 Quater Samlr 4550002 WO MBIAAT 1002 |CLPTMTLACPHS Ground Wt 111472008 1430 11 Heranber  |HN3
21618101206 e Queter Samplr 45B»UUUZ\MWUZ MB1AAE 1003 ‘ELP-DMTL-IEP-MSEroundWaleiH/M/ZmG 143 111 fler amber }HNU3
01508101205 Quater Sl 4560003 |HWO3 MBI 004 IPYRTITIACPAHS Ground Wt 111472008 1430 11 eranber [HN03
2115181012054 Quater Sampl 456003 M3 MBT,  Presiew PAS Giownd Wat 171472008 [1630 11 leranter |HN03
2ATSIB012064 3 Quater Samplr 458»0004\MW04 B, o PG GroundWalE[H/M/ZmB 143 1/1 e amber  {HND
21618101206 3 Queter Samplr 4560004 |MWO4 | MBY, & PAS Gound Wat 11472018 11430 11Theranber |HNO3
211516-101205¢| 3 Quater Sempl 456,005 |MW0S MBT,  HTMLFile PG GroundWaleW14/2018 143 11 Heranter  [HN03
21618101206 3 Querter Samplr 455»0005\MW05 MBI, PMS GroundWalz\H/WZDw 143 11 eranter  [HN03
Cse Assign to 2-111518-101205-0001 || Print Cha of Custoay
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Report Setup a
15 Select ‘Lab CO py, . COC Report Header Settings
16 C“Ck ‘OK! |LISEF'A CLF COC |CHAIN OF CUSTODY RECORD |No. [COC # Here]
[DateShipped =] [5ie # [Lab -]
|CarrierName j |Case # j |Lab Cantact j
|ibiltda = |Cocler =| |Lsb_CsZ =
Page Orientation |Landscape -
Font Mame: |Arial -
Font Size: |8 -
== COC Report Type ==
LCancel Restore Defaults
USEPA CLP COC (LAB COPY) CHAIN OF CUSTODY RECORD No: 2-111518-101205-0001
DateShipped: 11/15/2018 Lab: A4 Scientific, Inc
CarrierName: UPS Case # 10002 Lab Contact: Reddy Pakanati
AirbillNo: AP8385650NNZ Cooler #: The Woodlands, TX 77380
Sample Identifier CLP Matrix/ Sampler Coll. Analysis/Turnaround Tag/Preservative/Bottles Location Collection ForLab Use
Sample No. Method (Days) Date/Time Only
456-0001 MB1AAD Ground Water/ Grab TMTUCP-MS(21) 1000 (HNO3) (1) MWO01 11/14/2018 14:30
J. Sampler
456-0002 MB1AA1 Ground Water/ Grab TMTUCP-MS(21) 1002 (HNO3) (1) MW02 11/14/2018 14:30
J. Sampler
456-0003 MB1AA2 Ground Water/ Grab TMTUCP-MS(21) 1004 (HNO3) (1) MW03 11/14/2018 14:30
J. Sampler
456-0004 MB1AA3 Ground Water/ Grab TMTUCP-MS(21) 1006 (HNO3) (1) MW04 11/14/2018 14:30
J. Sampler
456-0005 MB1AA4 Ground Water/ Grab TMTUCP-MS(21) 1008 (HNO3) (1) MWO05 11/14/2018 14:30
J. Sampler
456-0001 MB1AAS Ground Water/ Grab DMTLICP-MS(21) 1001 (HNO3) (1) MWO01 11/14/2018 14:30
J. Sampler
456-0002 MB1AAB Ground Water/ Grab DMTLICP-MS(21) 1003 (HNO3) (1) MW02 11/14/2018 14:30
J. Sampler
456-0003 MB1AAT7 Ground Water/ Grab DMTLICP-MS(21) 1005 (HNO3) (1) MWO03 11/14/2018 14:30
J. Sampler
456-0004 MB1AAS Ground Water/ Grab DMTLICP-MS(21) 1007 (HNO3) (1) MW04 11/14/2018 14:30
J. Sampler
456-0005 MB1AA9 Ground Water/ Grab DMTLICP-MS(21) 1009 (HNO3) (1) MWO05 11/14/2018 14:30
J. Sampler
Shipment for Case Complete? N
Special Instructions: Please return cooler using enclosed airbill. Please provide a Scribe compatible Lab Results EDD Samples Transferred From Chain of Custody #

Analysis Key: TMTUCP-MS=CLP-TMTL-ICP-MS, DMTLICP-MS=CLP-DMTL-ICP-MS

ltems/Reason | Relinquished by (Signature and Organization) Date/Time Received by (Signature and Organization) Date/Time Sample Condition Upon Receipt

The COC is sorted by CLP Sample Number separating the Total Metals and the Dissolved Metals
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Exercise Ten — Advanced Customizations using MS Access

Exercise Objective: This exercise follows the steps necessary to create a custom table and custom
guery in a Scribe project. MS Access will be used along with Scribe. In addition, the front-end of
Scribe will be used to import Custom Data Views and Custom Tasks from other Scribe databases.

Exercise Ten — Section A: Create a Query in MS Access

This exercise follows the steps necessary to modify a Scribe database using Microsoft Access version
2016. The steps and screen captures may vary depending on the version of Microsoft Access installed
on your computer.

Open the Scribe Student Exercise site in MS Access and open up the Query Wizard.

Close Scribe

Browse to the Scribe Student Files folder

Double-click on the Student Exercise Site.MDB to open it in MS Access
On the ribbon, click on the Create tab, then Query Wizard.

P wnNpRE

Home Create External Data Database Tools Q@ Tell me what you want to do...

! [— } = =—| 759

. I R ! = %
==l =EEE W Oe O %
Table Table SharePoint Query | Query Forn Form Blank eport  Report  Blank Macro R
Design Lists ~ Wizard | Design Design Form Design  Report v

=k &

Templates Tables Queries Forms Reports Macros & Code

Create a query to find all of the Properties that have Arsenic values greater than 0.5 ug/l or Lead values
greater than 2 ug/l:

HOME | CREATE | EXTERNALDATA ~ DATABASETOOLS  ADD-INS

p— — — o ——

Wizard - A Report Wizard
S 2 N R "

1. Onthe ribbon in Access, select Query

Wizard, Simple Query Wizard
2. Click OK.

Nizard
Find Unmatched Query Wizard
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3. Select Query: Data for GIS-Lab from the Tables/Queries drop-down list.

Scribe data is stored in several tables within the database. Often, a query will require information from more
than one table — i.e., result info and property info. The Data for GIS-Lab query joins the Sample, Results,
Location and Property table. Starting a new query from that query gives us access to all the fields in all those
tables.

T ————
Simple Query Wizard ——

Which fields do you want in your query?

You can choose from more than one table or query.

Tables/Queries

Query: Data for GIS-Lab [z]

Available Fields: Selected Fields:

LabResults.Date_Edit -
LabResults.Edited_By
CLP_Sample_No

EDD_File_Name

SamplesID

Samples.Site_No

EventlD

l Cancel Einish I

4. Use the single arrow button to move the following fields from the Available Fields list to the
Selected Fields list:

Simple Query Wizard
"| Which fields do you want in your query?
a. P rOpertyI nfO . Propertyl D You can choose from more than one table or query.
b. Samples.Samp_No ‘
c Analyte Tables/Queries
d. Result %
e. ReSU It U n |tS Available Fields: Selected Fields:
- HH [ Samples.Site_No ~ PropertyInfo.PropertyID

f. Resu|t_Qua|Iflel’ ‘EventID = Samples.Samp_No

| SampleTime >= | |Analyte
g . SampIEDate iSamples.Locaﬁon Result

i Sub_Location Result_Units

h ) Matrlx ESampleMedia < | |Result_Qualifier

| SampleCollection << | |SampleDate

1 SampleType v

5. CI|Ck Next. Cancel Finish

Simple Query Wizard

Would vou like a detail or summary query?

r—
; ::: ::: ::: I (&) iDetail (shaws every field of every record) I
_3CCC EEEE ] O §ummary
_I_.
R
2 pon
5 bon
e
6. Choose Detail.
2 ik s e ey
3 wee
4 COC HHH RN HEW
5 bbb s G
. & oo
7. Click Next.
[ Cancel ] [ < Back I Mext = I [ Einish
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What title do you want for your query?

8. Name the query

X Properties Arsenic or Lead.

The usefulness of starting the query with an X will et et f ST aum e

become apparent a few steps later in the exercise. query.
Do you want to open the query or modify the query's design?

9. Choose the option to Modify the query design. O Open the query to view informtion.
10. Click Finish.
Cancel < Back i

11. The query will open in “design mode”.

Data for GIS-Lab

* -

LabResultsiD
LabResults.Site N¢ | === | TOP half of the screen shows the original query we used to pick

LabResults.5amp._ | the fields we want for our query
CLP_Sample_No
Lab_Location_ID

Field: ||EfSsdavilnigoBlads) - [Samples].[Samp_No] | [Analyte] [Result] [Result_Units] [Result_Qualifier]
Table: | Data for GIS-Lab Data for GIS-Lab Data for GIS-Lab Data for GIS-Lab Data for GIS-Lab Data for GIS-Lab
Sort:
Show:
Criteria:

on l
Bottom half of the screen shows the fields we picked for our custom query and
allows us to type in “Criteria” for each of those fields
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12. In the Analyte column, input Arsenic or

. Field: |[Propertylnfo].[Proper| [Samples].[Samp_No] |[Analyte]
Lead as a Criteria. Table: |Datafor GIS-lab | DataforGIS-lab  |Data for GIS-Lab
Sort: | Ascending v
Show:
Criteria: Arsenic
on “Lead’
Field: | [Propertyinfo].[Proper [Samples].[Samp_No] ' [Analyte] [-Result]
13. In the Result column, input >0.5 Table: | Data for GIS-Lab Data for GIS-Lab Data for GIS-Lab Data for GIS-Lab
for Arsenic and >2 for Lead as sort: | Ascending v
the Criteria. o
Criteria: “Arsenic” >0.5
or “Lead’ >2
Field: | [PropertyInfo].[Proper| [Samples].[Samp_No] | [Analyte] [Result] [Result_Units]
14. In the Units column, Table: | Data for GIS-Lab Data for GIS-Lab Data for GIS-Lab Data for GIS-Lab Data for GIS-Lab
in | h Sort: | Ascending v
Chteria o @ -
Criteria: Arsenic >0.5 ug/l
on "Lead" >2 ‘ug/l’

>al

15. Test your query by clicking the “Run” Icon in the toolbar.

Run
16. Your results should be similar to the display below

‘51 X Properties Arsenic or Lead - m}
PropertylD ~| Samp_No ~ Analyte ~ Result  ~ Result_Units » Result_Qual ~ SampleDate ~ Matrix -
H002 DW-0007 Lead 25.5 ug/L 3/13/2017 Water
HO002 DW-0007 Arsenic 5 ug/L 3/13/2017 Water
H0O03 DW-0008 Arsenic 0.97 ug/L J 3/13/2017 Water
H004 DW-0009 Arsenic 3 ug/L 3/13/2017 Water
HO05 DW-0010 Lead 2.3 ug/L 3/13/2017 Water
H005 DW-0010 Arsenic 1.9 ug/L 3/13/2017 Water

*

Note: This display of results is based on completing all the previous
Exercises in this training guide. Your results may vary.
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17. Click the X in the upper right corner of the query window to close the window.

18. Click Yes when prompted to save the

Microsoft Access X
changes to the query.

| Do you want to save changes to the design of query 'X Properties Arsenic or Lead'?

Yes No Cancel

19. Close Microsoft Access and Run Scribe. L[ Custom Data Views

Action Levels with LabResults
Data for GIS-Lab

Data For GIS-Monitoring

EDD for GIS-Monitoring Data
EDD for GIS-Sampling Data
LabResults Analyte/Units QC
LabResults with Sampling Events
LabResults Without Samples
Samples Without LabResults

20. Open the Student Exercise Site.

The query you just created will be displayed at the bottom of the
Custom Data Views section in your Scribe project.

YRR RIS

» = A -
2 Properties Arsenic or Lead

21. Click the X Properties Arsenic or Lead query under Custom Data Views. The following results
should be displayed.

PropertylD Samp_No Analyte Result Result_Units Result_Qualifier | SampleDa|Matrix
p (HOD2 Dw/-0007 Lead 25.5 ug/L 3/13/2017 "W ater
HOD2 Dw/-0007 Arsenic 5 ug/L 31372017 \Water
HOO03 Dw/-0008 Arsenic 0.97 ug/L J 3/13/2017 W ater
HO04 Dw/-0003 Arsenic 3 ua/L 31372013 W ater
HOO05 Dw/-0010 Lead 2.3 ug/L 3/13/2017 "W ater
HO05 Dw/-0010 Arsenic 1.9 ug/L 3/13/2017 W ater
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In the previous exercise, we created a custom query in MS Access and displayed the results in Scribe.
Although the results display correctly for this query, in order to ensure that all of Scribe’s functionality
works with all new queries you develop (i.e, find, sort, filter, etc), it is necessary to create a second
query that serves as a “display” query in Scribe. Essentially, for every query you write, you will write a
second query that Scribe will display.

Create a “display” query for the Scribe Custom Data View:

Create a second query to display the one from the previous exercise. Hide the original query in the
Scribe interface. Refer to the previous exercise for detailed instructions if necessary.

1. Close Scribe and open the Student Exercise Site.MDB in MS Access.

Queries =l
Navigate To Category s Col...
2. Click on the Queries object. Custom
Object Type
Tables and Related Views By M...
Created Date bResu...

Modified Date
Filter By Group
Tables

Queries
Forms
Reports

All Access Objects

3. Start the Query by selecting the Create tab on il EXVERMALIATE  DASBASETOOLY ADDAS

the ribbon and selecting Query Wizard. e M i m m R Form Wizard
- e Ll = o I X
Table Table SharePoint |Query|Query Form Form Blank
Design  Lists~ Design Form I More Forms~
Templates Tables Queries Forms
New Query ? x
4. Select Simple Query Wizard. ‘ ]
Find Duplicates Query Wizard
5 C“Ck OK Find Unmatched Query Wizard
;I'his wizard creates a select query
from the fields you pick.
e
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Simple Query Wizard
| Which fields do you want in your query?
You can choose from more than one table or query.
6. Select the Query we wrote in the previous Tables/Queries
exercise (X Properties Arsenic or Lead). Query: X Properties Arsenic or Lead v
Available Fields: Selected Fields:
7. Move all available fields to the selected fields | — |
list. Hint —you can do this in one step by clicking Bk s
. 5 Lab_PI\esult_Quallﬁer
thIS button . ‘ << ;aa"t‘r'i’xenate
i Cancel Einish
8. Click Next.

Simple Query Wizard

Would you like a detail or summary query?

aa ® ?Qetail (shows every field of every record)

9. Choose Detail.
10. Click Next.

O Summary

Cancel < Back Finish

Simple Query Wizard

What title do you want for your query?

|Properties With High Arsenic or Lead||

11. Overwrite the name of the query. Name this
guery Properties With High Arsenic or Lead.

12 . CIICk FI n I S h . That's all the information the wizard needs to create your
query.

13 Close the Query' Do you want to open the query or modify the query's design?

14. Close Microsoft Access and Run Scribe.

(® Open the query to view information.
(O Modify the query design.

el |[ <
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Notice that both queries are displayed in Scribe under {1 Custom Data Views

, Action Levels with LabResult
Custom Data Views. Datafor BISLab

Data For GIS-Monitoring
EDD for GIS-Monitoring Data
EDD for GIS-Sampling Data
LabResults Analyte/Units QC

H H ‘A H LabResults with Sampling Events
The query that starts with an X is the original query that contains Fai sinie Wt S S

the criteria we used. The query without an X simply selects all -7 Propeities With High Arsenic of Lead

the fields from the original query for display purposes. &~ Samples Without LabResults
- )7 Water Quality Sampling Data
¥ X Properties Arsenic or Lead |

ERRRA

Hide the original query from displaying in Scribe:

1. Click the Custom Data Views heading. -3 | Custom Data Views|
- 17 Action Levels with LabResults

Custom Data Views

Custom Data Views

Datsyisame Visible
Action Levels with LabResi|Y
- .. Action Levels with LabResi N
2. Change the Visible property for the original query (X Dt ot A Leves wih|

. . . . . .. . Data for GIS-Lab Y
Properties Arsenic or Lead) to No by clicking in the Visible field DaiaFa G Moniag Y
and selecting N from the drop down box. D e
EDD for SERAS N
LabResults Analyte/Units 1Y
LabResults with Sampling E[Y
LabResults Without Sample[Y
Properties With High Arsen | Y
Samples Without LabResul|Y

W ater Qualiy Sampling Da Y

7 |X Properties Arsenic or Lea|N___ |+
Y.

ort anddd [CanEdit [CanDele |CanCopy

N

Sooooooooooooooln
== Z[=[=[=[=== === == =0

C
N
N
N
N
N
N
N
N
N
N
N
N
N
N
N

== Z[Z[Z[=[=[=[== === ==

= ==|=|==|=|==|===|==

£ Custom Data Views
e j,7 Action Levels with LabResults
f; Data for GIS-Lab
. Data For GIS-Monitoring
3. Click Close at the bottom of the screen 7 EDD for GIS-Moritoring Data
47 EDD for GIS-5ampling Data
;’,7 LabResults Analyte/Units QC

4. Notice that the original query no longer shows in the Scribe 7 LabResults with Sampling Events

interface. £
1,7 Properties With High Arsenic or Lead

Users will work with the display query. -/ Samples Without LabResults
o 17 Water Quality Sampling Data
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Exercise Ten — Section B: Create a Custom Table (Custom Task)

When users have identified data that needs to be captured in their Scribe Project that is not native to
the Scribe database, it may be necessary to add a new table to the database using MS Access

The following exercise illustrates creating a table from an existing .csv file. Other supported file types
include .xls, .mdb, etc.

Create an MS Access table using a .csv file:
1. Close Scribe and open the Student Exercise Site.MDB in MS Access.
2. On the Ribbon, click on the External Data Tab and select Text File

HOME CREATE EXTERNAL DATA DATABASE TOOLS ADD-INS

[_J Text File H lT]Access

’-1 ] -
j‘. ﬁ\ /j\ E @—]XMLFlle \[:LJ r[‘} Cr;@ 5 ?ﬁWordM&rge

Saved Linked Table Excel Access ODBC Saved Excel Text XML PDF —
Imports Manages Database "7 More~™  pyports File  File orXPS 5 More~
Import & Link Export

3. Browse to the Scribe Student Files folder and select the manifiest data.csv. Choose Import the
source data into a new table in the current database.

4, Click OK.

Select the source and destination of the data

Spedify the source of the data.

| File name: | ¢:Users\egrasso. CAMELOT \Desktop\Scribe Student Filesymanifest data.csv

Spedfy how and where you want to store the data in the current database.

I @ Import the source data into a new table in the current database. I

If the spedified table does not exist, Access will create it. If the specified table already exists, Access might overwrite its contents
with the imported data. Changes made to the source data will not be reflected in the database.

") Append a copy of the records to the table: |-oc

If the spedfied table exists, Access will add the records to the table. If the table does not exist, Access will create it. Changes made
to the source data will not be reflected in the database.

) Link to the data source by creating a linked table.

Access will create a table that will maintain a link to the source data. You cannot change or delete data that is linked to a text file.
Howewer, you can add new records.
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Import Text Wizard

The “Import Text Wizard” begins.

Your data seems to be in a 'Delimited’ Farmat. IF it isn't, choose the Format that more correctly
describes your data.

limited - Characters such as comma or tab separate each Field

5. Select Delimited and click Next.

Sample data From file: C:\PROGRAM FILES\SCRIBE\EDDFILES\MANIFEST DATA.C5Y.
1 |ID, ShipDhate, Manifest_HNo,Description,No_of_ Containers| =
7119,8/31/2005,1332'?6,""RQ, Ashestos, 29, :‘
'3 Mazzi1z, III
la | tsbestas) ™, 1,DT, 752, 4007, U.5. Bulk Transportaticn |
=]

&8

1z20,8/31/2005,133277, "RQ, Ashestos, 9,
prazziz, III

Al ]
[Cose="T [ eosn |
==l Import Text Wizard
What delimiter separates your Fislds? Seleck the appropriate delimiter and see how your kext
is affected in the preview belows.
. . . Choose the delimiter that separates your Fislds:
6. Check First Row Contains Field Names, s T
Comma and Text Qualifier ".  Click the T —r— T —

‘Next’ button to continue.

Record [ShipDate |[Manifest No [Descriprion
113 Es31/2005 133276 [RQ, Ashestos, 9, OMAZZ1Z, | =
1zo 3172005 133277 RO, Ashestos, S, ONAZ21Z,

121 PA1/2005 [L33278 2, Ashestcos, 9, OMAZZ1Z,

12z Ps1/2005 [33279 2, Ashestcos, 9, OMAZZ1Z,

1=3 BPS1s2005 133280 [RQ, Askhestos, 9, OMAZZ1z,

1=4a Bbsesz20085 1332851 RO, Ashestos, 9, OMNAZZ1Z, v|
sl Lo

Cancel <Back || mect= | Einish

7. This screen allows for changes to data types Bl impTon s X
and Indexes' CIICk NeXt to Contlnue' You can spedify information about each of the fields you are importing. Select fields in the area below. You can then modify field
information in the Field Options' area.
Field Options
Field Name: DataType: |Long Integer v
Indexed:  No | []Donotimport field (Skip)
ipDate |[Manifest No [Description No of Containers
133276 RQ, Asbestos, 9, (Asbestos) [ A
133277 RQ, Asbestos, 9, (Asbestos) [
[133278 RQ, Asbestos, 9, (Asbestos) L
33279 RQ, Asbestos, 9, NA2212, III (Asbestos) L
133280 RO, Asbestos, 9, NA2212, III (Asbestos) [l
RQ, Asbestos, 9 (Asbestos) [L
RQ, Asbestos, 9 (Asbestos) [
RQ, Asbestos, 9 (Asbestos) [
RQ, Asbestos, 9 (Asbestos) [L
RQ, Asbestos, 9 (Asbestos) [
RQ, Asbestos, (Asbestos) [L
RQ, Asbestos, 9 (Asbestos) [
RQ, Asbestos, 9 (Asbestos) [L
RQ, Asbestos, 9 (Asbestos) [ v
< >
Advanced... Cancel <Back Einish
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. . =) Import Text Wizard
8' SeleCt L et ACC ess ad d p rm ary key CIICk Micresoft Access recommends that you define a primary key For
H = wour new kable. A primary key is us;d =] uniqueIS ident}i’Fy eyach
NeXt tO Contl nue . FR— record in your table, Ik allows you to retrisve data more guickly.
2 wx e
:z’ - I (@lLet Access add primary key. | I
- Choose my own primary key, ~

(3 Mo primary key.

Record [ShipDate Manifest Mo |Description

BA31/2005 133276 RO, Askhestos, 9, OMNA| -~
BA31/2005 133277 RO, Askhestos, 9, OMNA
BA1/2008 133278 O, Ashestos, 9, ONA
BAs1/20058 133279 2, Ashestos, 9, ONL
BAs1/20058 133230 2, Ashestos, 9, ONL
BpsGes2005 133251 2, Ashestos, 9, ONL 'l

N l

Advanced... [ cancel | [ <Back | mext> | [ Enish |

—
—

—

l.
i

==] Import Text Wizard

That's all the informattion the wizard needs to import your data.
§y

9. Name the table Manifest and click Finish. e e
Note: DO NOT use any special characters
or spaces when naming the table.

10. Click Finish.

[T 1 would like a wizard to analyze my table after importing the data.

11. When the Wizard is finished, click Close

12. Close MS Access.

13. Open Scribe to the Student Exercise Site.
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Scribe - [Student Exercise Site] g@
; e}

Matrix List
analyte st

Site Name: Student Exercise Site

Reveal the Custom Tasks option:

H H :VD;I@' : jons Site Name [Student Exercise Ste Conbactor Contsct|
1. Click on Lists from the top menu bar. W . —————

Location WA Number
n ~]| EPA Contract Number
e e i =l

2. Select Advanced. ) prmsters [ comattons
) Wipe Samping || Import Data Mep o — Contractor

f Biota Import Table List Addess!
19 SoilSediment | Label Layouts " Address2
Sail Gas Sampinf|  Matros b = R
A water Samplinl " TasK Gratps N ciy
Stats z

£ Samples EF#A Phone | e o

= Chain of Custody

B Lob Rosults Account Code

£2 Menitoring Data DAS Nurber [
E1) Custom Data Views

& LabResuls Anpte/ Uit RS

¥ LabResuls Crosstab

Mare Lists

3. Select Task Groups.

¥ LabResuls Crosstab witk Remarks
& LabResults Without Sam
& Samples without LabRe: ST

ProjectD: 1046
Subscrptiors N/

< > Close | Heb |
File Name:  \Gciibe Student Files\Student Exercise Site DB 11/26/2010 157 P

hfﬂ Scribe - [Task Groups] B@

LE) File Lists Scribleks  Help - ax
& print [ Export View | (& Edi % Fiter %) Sot o Select @4 Find

. . . 3 ’
4, Mc_Jdlfy the Visible column of Custom Tasks to ‘Y’. S e O [ 1oy g I T
CIICk Close. o e Task Eroups

I\i) Events

&) Property Info

.4} Sampling Locatior Task Group Vigihle |Sort Drder
(i) Analyses Flanring i 1
'\i‘) Sampler Sampling Y 2
0 List Sample Management i 3
15) Lab List | b [Custom Tasks 7 ]
1 Sampling Custom Data Views i 5
£ Air Sampling
E] Wipe Sampling
! Biota

) Suil/Sediment
g Sl Gas Sampling
1 Water Sampling
[ Sample Management  [v

< >
File Name: C:hScribe Student Files\Student Exercise: Site MDB 11/26/2010 Z02PM
L Scribe - [Student Exercise Site] =[]
K Fie Lists Scrbiets Help T
The Custom Tasks option will now be available in [
K1) Flanning
. . (3} Events Site Info
the Navigation Pane D P —
. &) Sam Locations Site Mame [Student Exercies Sitel Contiactor Contact |
3 fnal Sie f [Dema Contiactor Phone
<3} Sampler
21 Instramont List Location | ity Nurnber |
A) Lab List Siite: Action +| EPA Contract Mumber
1) S ampling " ontract Name.
oo iy S amgling SkeDescipton | =] Contract N
) Wipe Samplng Site Phone | Cartisctor
! Biota Addess1
19 Soil/Sediment EPFA Diganization | Addrnes
Soil Gas Sampling EPa Region | | Ch
5 Water Sampling EPAConact|
1) 5ample Management State | Zin|
£ Samplos EPAPhane [
=% Chain of Custody " N
Lab Results SEEED
igung D ata DAS Mumber [
R ceReLs
& LabResults Analte/Unis G
" LabResults Crosstab bttt
& LabRiesuls Crosstab with Qu
& LabResults Withoul Samples Sosthe. NET Info
U Samples Without Labfiesubs .
Fioiect D 1046
Subscription: M4
< > Close | Help |
File Mlame: £ \Seribe Sludent Files\S udent Exercize Site,MDB 11/26/2010 206 PM
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Run the Custom Task Wizard to add the Manifest Table to Scribe's Interface:

Now that the Custom Task Section is available, the Manifest table needs to be added to the Custom
Task list.

L Scribe - [Custom Tasks] =]

i File Lists Scriblets  Help BEES
& print Export 5 View | (& Edt [ add X Delete | D) Fiker 2] st/ Select @y Fin)

Student Exercise Site Custom Tasks _Femove Fiter Save Layout | Lapout [Default Layour @

(4 Plarring
18) Events Custom Tasks

“£) Property Info
{1} Sampling Locations i [Visible [Sot | CanAdd [CanEdit |CanDele |CanCopy.

(1) Analyses

(&) Sampler

5} Instrument List
{3) Lab List

) Sampling

£ Air Sampling

i) Wipe Samping

1 Biota

5 Soil/Sediment
g Soil Gas Sampling
3 Water Sampling
L) Sample Management
£). Samples

= Chain of Custody
T Lab Results

£0 Monitoring Data

Run the Custom Tasks Wizard:

1. Select the ‘Custom Tasks’ option on the left
Navigation Pane.

2. Click Add.

KE) Custom Data Views

& LabResuls Analpte/Units G0
# LabResults Crosstab

& LabResuls Crosstab with Qu
 LabResuls Without Samples
& Samples Without LabRresults

< 5 Close [ Tod 1
File Hame. C:\Sciibe Student Fies\Student Exerciss Site MDB 11/26/2010 224PM
Custom Task =

The Scribe Custom Task Wizard is displayed: Scribe Custom Task Wizard

3. Select the Manifest table and click the Next Select a Table for the Custom Task:
button to continue. [T abte: danitest ~|

| | Hext »» || LCancel | |

Custom Task X

4. Check the Manifest_No field to uniquely Select Required Field(s)
identify each row in the table.
Select field[s] that uniquely identify each row in the table.

5. Click Next. Comment] )

Cornment2
Cornnnent3
Container_Type
Dezcription

D

: W iEanlEesE ED I

Ma_af_Containers
Qluantity |
Returned |

<< Back | | Mest »» || LCancel | |
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Custom Task =

6. Name the Custom Task Manifest Tracking
and click Finished.

Scribe Custont Task Wizard

Enter a Hame for the Custom Task:

Task Mame: IlManifEsl Tracking I

ScribeExt

7. C“Ck OK Click Finiched to Create the Custom Task

\y Custom Task Created!

<< Back Cancel | I ished I

The Manifest Tracking table is now available through the Scribe interface:

KL Scribe - [Manifest Tracking] E]@
K] File  Lists  Scriblets  Help -8 %
é Print Export Yiew = Edit [ add Copy X Delste % Filker %l Sort ,/ select @K Find
Ej éud;z;si:agmisa Site Manifest Tracking ‘ Save Lapout | Layout: | Default Lapout j
’\ip Events Manifest Tracking
'\5) Property Info
'\i) Sampling Locations ShipDate |Manifest_ | Description s _ Transporter Returned
’\i) Analyses [l 119 8/31/2008E(133276  |RO. Asbestos, 5, |1 DT 52,400 U.5. Bulk Transpor | TRUE tdiner
'\i) Sampler 2 120 9/31/2008(133277  |RO, Asbestos, 9, |1 DT 50,920 5. Bulk Transpor | TRUE tdiner
’\il) Instrument List 3 121 94172005 |133278  |RO, Asbestos, 9. |1 DT 42,740 5. Bulk Transpor | TRUE iner
(&) Lab List 4 122 94142006 (133279 |RO. Asbestos, 9. |1 DT 33.760 U.5. Bulk Transpor| TRUE Miner
£ Sampling 5 123 9/1/2005 133280 |RAO. Asbestoz, 9. |1 ot 41.640 LS. Bulk Transpor| TRUE Miner
22 Air S I [ 124 9/6/2005 |133281 R0, Asbestas, 9. |1 DT 41.960 Page Transport [4n| TRUE Miner
T Wipe Sampling 7 125 9/6/2006 (133282 |RO. Asbestos 5, |1 DT 46.220 Lepley Trucking, In[ TRUE tdiner
= Bidta 2 126 9/7/2005 | 13908 R, Asbestos, 9, |1 DT 46,060 Trahs Waste Inc. | TRUE bdirer
T Soil/Sedi ] 127 9/7/2006 (133284 RO, Asbestos, 9, |1 DT 56,260 5. Bulk Transpor | TRUE tiner.
o N 10 128 9/7/2005 133285 |RO, Asbestos, 9, |1 ot 43,340 Page Tianspart [4n| TRUE Miner
b 2ol Gas Samaling i 12 9/8/2005 [133286 | A, Asbestos. 3, |1 o1 44,340 Page Transport [An| THLE Miner
1 Water Sampling 12 130 0/9/2005 [ 133287 |A0Q, Asbestos, 9, |1 DT 45,820 Page Transport [&n| TAUE Miner-
1 Sample Management 13 131 9/3/2005 (13307 |RO, Asbestos, 9, |1 0T 44,120 Trans Waste Inc. | TALE Miner:
S.l Sam_ples 14 132 94972005 [133288  |RO, Acbestos, 9. |1 DT 45,540 Page Transport [4n| TRUE iner
ﬂ Chain of Custody 15 133 94972005 |133283  |RO, Asbestos, 9. |1 DT 46,580 Page Transport [4n| TRUE iner
5 Lab Results 16 134 9/12/2008(133291  |RO. Asbestos, 9. |1 DT 46.100 Page Transport [4n) TRUE Miner
Monitoring Data 17 135 9M2/2008/133292  |RO. Asbestos, 9. |1 DT 46.000 Page Transport [4n| TRUE Miner
Custom Tasks 18 136 9/13/200F| 3080 R0, Asbestos, 9. |1 DT 40.800 Sam's Transportatic| TRUE st
) Manifest Tracking 19 137 91342008 3021 R0, Asbestos, 9. |1 DT 47160 Sam's Transportatic| TRUE ' aste
2 QEIG T B o 20 138 3/13/200€| 133293 | R0, Ashestos, 3, |1 DT 43,460 U5, Bulk Transpar| TRUE Mirer
/ LabRiesults AnalpteUrit 21 139 9/13/200F| 3082 RO, Asbestoz, 3, |1 o7 39,740 Sam's Tranzportatic| TRUE W agte
;"/ LabResults Crosstab 22 140 941342008 3083 R, Asbestos, 9, |1 ot 40,160 Sam's Trangportatic| TRUE W agte
- 23 141 9/13/2008| 3084 RO, Asbestos. 9. |1 DT 43,620 Sam's Transpartatic| TRUE szt
i LabResults Crosstab with
i; L:bﬂzzaltz“}ﬁ;z; SV:m 24 142 5/13/200F| 133234 | R0, Ashestos, 3. |1 oT 46,020 Page Transport [An| TAUE Miner
- £ -Azbestos, 3, R 'age Transport [An iner
/ S s Without LabR 28 143 9413/2008/133295  |RO, Ash 9. 1 DT 46,760 Page T [&n| TRLE ki
/ 2amples Whout Labhe: 26 144 9/13/2005[133296 |R0O. Asbestos, 9, |1 DT 44,560 Page Tranzport [&n| TRUE Miner
27 145 9/13/200F| 3085 RO, Asbestoz, 3, |1 o7 35,960 Sam's Tranzportatic| TRUE W agte
28 145 9/13/200F 3088 R, Asbestos, 9, |1 ot 34,520 Sam's Trangportatic| TRUE W agte
29 147 9/14/2008| 3086 RO, Asbestos. 9. |1 DT 40,640 Sam's Transpartatic| TRUE szt
30 148 9/14/200¢F| 3087 R0, Asbestos, 9. |1 DT 46.500 Sam's Transportatic| TRUE o st
kil 149 91442008 3089 RO, Asbestos, 9. |1 DT 49,020 Sam's Transportatic| TRUE ' 3zt
32 150 9414/200F| 3090 RO, Asbestos, 9. [1 oT 52,520 Sam's Transportatic| TRUE gt
33 151 9/14/200F| 3091 RO, Asbestos, 3, |1 o7 51.120 Sam's Tranzportatic| TRUE W agte
34 152 941442008 3093 RO. Asbestoz, 9. |1 ot 50,400 Sam's Transportatic| TRUE W aste -
4 »
< 5 Close | Add |

After adding a new database element to a Scribe project .mdb, the associated Scribe template file must
also be updated with the new database element if additional data will be added using Scribe's Import
wizard. If new data will not be added to the custom table, this step can be skipped. If the default
Scribe3.mdb template is updated, the new database element will appear in every subsequent new
Scribe project created with that template. For this exercise, we will use a custom template and leave
the Scribe3.mdb intact.
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Add the manifest table to the Scribe template using MS Access:

1. Navigate to the ScribeStudent Files
2. Open the Template Manifest. MDB in MS Access
3. On the ribbon, click on the External Data Tab, and select Access

HOME CREATE | EXTERNAL DATAI DATABASE TOOLS ADD-INS

| T | - R TextFile mma il By Access
&7 |7 | = BEXMLFile 2
ked Table Excel |Access| ODBC ' Saved [xce Text ML PDF Emall S v
Manager atabase ' More~ Exports File File orXPS i More
Import & Link Export

4. Browse to the Student Exercise Site.MDB and click Import Tables, queries, etc. (We will import
the table from our Scribe project into our Scribe Template). Click on OK.

Select the source and destination of the data

Spedfy the source of the data.

Eile name: C:'Program Files {x86)\Scribe \Projects\Student Exerdse Site, MDE ©  Browse...

Specify how and where you want to store the data in the current database.

@ Import tables, queries, forms, reports, macros, and modules into the current database.

If the specified object does not exist, Access will create it. If the specified object already exists, Access will append a number to the
name of the imported object. Changes made to source objects {induding data in tables) will not be reflected in the current database §

() Link to the data source by creating a linked table.

Access will create a table that will maintain a link to the source data. Changes made to the data in Access will be reflected in the
source and vice versa, NOTE: If the source database reguires a password, the password will be stored with the linked table.
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Import Objects
5. SCI’O|| tO Select the Man|fest table Tables Queries | Forms | Reports | Pages | Macros | Modules
EDDSailGasSampling [ |
EDDSoiISampling_ | e
6. Make sure The "Definition Only" EpDpasamping. -
option is selected under the Import Tratruments
£ ’ b |
Tables section. If you don tsee the t:b:;guf:s
‘Definition Only’ option, click on Locton
Monikori .
Options >>’ on the right side of the o =
screen. Irnport Irnpork Tables Import Queries
Relationships () Definition and Data () As Queries
) . [IMenus and Toolbars (®) Definition Only () As Tables
7. Clle OK tO Contlnue [ 1rmportExport Specs
8. Click Close.
Tables - o4
_ _ 1 coc -
The Manifest table has been added to the Template Manifest Database.
£ EDDAirsampling
58 EDDBiotasampling
9. Close MS Access.
j EDDLabAnalyses
55 EDDMonitoringData
5 EDDProperty
£ EDDSoilGasSampling
55 EpDScilsampling
j EDDWaterSampling
51 EpDwipeSampling ) |
j Events
j Instruments
j LabAnalyses
j LabResults
j Location

EH  Manifest

j Monitoring
j PropertyInfo

j PropertyOccupant
————
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Import Additional Manifest Data:

In the previous steps, a custom table (Manifest Tracking) was added to the Scribe project and template.
Additional data can now be imported into the Manifest Tracking Table using Scribe's Import Wizard.

Import Additional Manifest Data:
Currently 130 Manifest Records are in the Manifest Tracking Table.

1. Open the Student Exercise Site in Scribe.
2. Click File in the menu at the top of the screen.
3. Select Import.
4. Select Custom Import.
5. Click the No button when prompted to backup your Import Data Wiard x
project.
Scribe Import Data Wizard
The Import Data leard Screen WI” be dlsplayed 1. Choose the type of data to impart fram the fist below:
Data Category: |
6. Select Manifest Tracking from the Data Category pick arkn Tk <
I- t 2. Pick the data to import into Scribe:
ISL. |+ Impart Data File Browse_ |
IlC:\Scnbe Student Files\Additional Manifest Data.csy
7. Browse to the Scribe Student Files folder and select | =
the Addltlonal Manlfest Data.CSV aS the Import Data 3. Select or enter a new script name:
File. pe e C
Scribe Template .mdb to process the data being imported. R
8. Browse to the Scribe Student Files folder and select et S Pl Tenpli Manfes b |
the Template Manifest.mdb as the Scribe Template = y e | |
.mdb to process the data being imported. = — =
9. Click on the Next button.
Tmport Data Wizard X
Reset
. Map Data To Import HrE
10. Click Next on the Map Data To Import screen. el
Manifest Tracking Import: Bold = Required Field(s] |
St ields [Destination] [Import Fekds (Souce] Desoription Dala Type
S e -
o Cotiais ot
Container_Type Container_Tupe Text
Dezcription Description Text
| |Mo_of_Conlainers Mo_of_Containers [Mumeric
Reont et Nemsie
Retumned Retuned Text
ShipDate ShipDale DaleTime
Transporter Transparter Text

Iv Display field descriptions and data types

<< Back ‘I Mest >3 I Help Cancel ‘
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11. Review the Data To Be Imported. Note the
number of records to be imported.

12. Click Next on the Data To Be Imported screen.

13. Click Add New data records.

14. Click Import.

15. Click ‘No’ to Import More Data.

16. Open the Manifest Tracking table. Verify that
there are now 140 records.

US EPA Environmental Response Team
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Import Data Wizard )

Data To Be Imported

Marifest Tracking # Records: 10
Manifest_Hol Tiansporter Shi ned Record] Quantity
AT Al National Flecy 7 RUE 1000/ 5.420
AT Al National Flecy v RUE 100110240
AT Al National Flecy v 1002/ 11.400
AT Al National Flecy v 1003/ 10.760
AT Al National Recy 2 04114
AT Al National Recy ’ 5/ 16,
AT Al National Recy / .
A1 AllNational Recy / 3
[ A1 AllNational Recy / .
10]AT Al National Recy 7 36
| |
Delste
<< Back |I Mest 55 I Help ‘ (" Cancel } ‘
Import Data Wizard 3

Ready To Import

It Optiores

* _add MNew data records.

" dd New data records AND Update existing data records.

Click Import to Finish_

Ready To Impoit

Scribe

Import Options
? Finished!

& AddNewdas| <%  Impert tore Data?

" Add New da ords

Click Import to Finish.

I Manifest Records Added: 10 I

<< Back__| | Help | Concel [ _tmpot__|

Scribe imported 10 new Manifest records

Manifest Tracking
anifest Tracking: 140
] Maniest {Record  {ShipDate |Contaier_ Type  [Descrptn [N of Co|Quantly Tanspoter~~ {Retumed Lomment] Conmen2
M 13206 13 8060 A, Asbestos, 3, |1 52400 1.5, Buk Transpor TRUE Minerva Entepies Y
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Exercise Ten — Section C: Import a Custom Data View from Another Scribe Project

If a Custom Data View has been created in another Scribe project, Scribe has the ability to import that
custom data view into any of your Scribe projects.

1. Open the Student Exercise Site in Scribe.

[File | Lists Scribe.NET Help

New Project Ctrl+N [
Open Project Ctrl+0

Close Project

2. Click on File | Import | Templates | Custom Data e

Restore From Backup

Views. 3 Cistorn liport

H Scribe.NET > CLP Case XML
3. Click No to Backup. ——— & B
Template & Folders LbbITed N
Task Groups BAK
SEDD Stage |
System Options ADR

Cramnact Natahaca
Grid Layouts I Templates I >

Label Layouts

Import Scripts

Custom Data Views

E%@aiﬂ -

I{Import Selected Item(s) a

Data for GIS-Lab

Data for GIS-Labl

Data For GIS-Monitoring
EDD for GIS-Monitoring Data

4, Browse to the Scribe Student Files and select the EDD for GIS-Sampling Data
. EDD for SERAS
Student Import Project. LabResults Analte/Units OC

LabResults Crosstab
LabResults Crosstab with Qualifier

Select the Non-Matching Sample Volumes query. L R eale \ ok S s

Click OK. Samples Without LabResults
EDD for GIS-Samples and Results

TR o LabResults Crosstab Results as Columns

mu :.:,,,,,,:,::c'se e LabResults Crosstab Results as Columns with Qualifier
‘E2 Events

Property Info

Sampling Locations

Analyses

Sampler

Instrument List

Lab List

‘32 Action Levels

fC1Y Sampling

£2 Air Sampling
Eg) ;::5: Sampling I oK I Cancel I Mark All Clear &ll
59 Soil’/Sediment

Soil Gas Sampling
< Water Sampling
[C1Y Sample Management
2 Samples

Chain of Custody

[EX3 Custom Tasks
IEX3 Custom Data Views
/7 Action Levels with LabResull
Data for GIS-Lab
Data For GIS-Monitoring
EDD for GIS-Monitoring D at=
EDD for GIS-Sampling Data
LabResults Analyte/Units QC
LabResults with Sampling Ev
LabResults WWithout Samples
[ Non-Matching Sample Volu
Properties Arsenic or Lead
Samples Without LabResults
/7 wiater Quality Sampling Data

ARARRRRR

N

The Custom Data View is now available
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7. Run the Query.

Non-Matching Sample Yolumes Read Only

Non-Matching Sample Yolumes

Samp_No |Sample Volume |Sample Yolume Units  |Lab_Final Yolume Final_%olume_Unit
A5-0001 | 468 Liters 226 liters
45-0008 | 468 Liters 420 liters
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Exercise Eleven — Create an Auditor Ruleset Project
Exercise Objective: Building Auditor Queries

Data Auditor is a tool that allows you to audit the data in a Scribe project against a set of valid values.
Valid Values can be site specific, regional or national. Auditing is done by comparing the data in a
Scribe project to one or many “rules”. A Scribe project can be audited against any set of rules
uploaded to Scribe.NET. Rules are generated by creating queries in MS Access and saving them to a
‘Ruleset’ database. The Ruleset database is then sent to ERT Support to be uploaded to Scribe.NET

Exercise Eleven — Section A: Build Auditor Queries

Exercise Objective: Build three (3) Auditor queries in your Scribe project. The queries will check for
missing Latitude & Longitude; blank Sample Matrix; and samples not meeting the valid values required
for Sample Type. WARNING: User(s) must have a working knowledge of creating queries in MS Access,
as well as knowledge of the table names and field names in their Scribe Projects. Documentation of the
table and field names can be found in the Start Menu|Programs|Scribe|User Guides|Tech Documentation.

Query 1: Build a query that will check for missing Latitude and Longitude. Latitude and Longitude are
captured in the Location table in the Scribe project.

1. Open MS Access.

Browse to your Scribe Student Files folder and open the Scribe Audit Exercise.mdb.
Click on the ‘Create’ tab

Select ‘Query Wizard’.

a > w D

Then select ‘Simple Query Wizard’.

ol
—-/ Home Create External Data Database Tools Acrobat

3 PivotChart ] 3| Label = :
==l sl = e e
[ —_— j Blank Form ] f | Blank Report == T

Table Table SharePoint Table Farm Split  Multiple Farm Report X Report Query | Query Macro
Templates - Lists= Design Form  Items __?_'Ell More Forms ~ pesign EQ\ Report Wizard pesign || Wizard |Design -
Tables Farms Reports Other

rosstab QuUery Wizard
Find Duplicates Query Wizard
Find Unmatched Query Wizard

This wizard creates a select query
from the fields you pick.
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6. Select the Table: Location for the Tables/Queries Simple Query Wizard
fle I d . Which fields do you want in your query?
7. Use the single arrow button to move the following PG s Eomma e e
fields from the Available Fields list to the Selected TobesQueres
Flelds Ilst Table: Location %
Available Fields:
° Locatlon [LocationID
Site_No
. PropertyID o
e Latitute s
Altitude b
° LongltUde g::g:g?rzchoﬂype v| St
Cancel Einish
8. Click Next.

Simple Query Wizard

Would you like a detail ar summary query?

| ) Detail (shows every field of every record) | ]
O Summary
9. Choose Detalil.
10. Click Next.
e op———
B DDb i Ha
cancel | [ <gack | mexs |[ &
Simple Query Wizard -

What title do you want for your query?

Location_Lat_Long_Blank

11. Name the query Location_Lat_Long_Blank.

That's all the information the wizard needs to create your
query.

Do you want to open the query or madiify the query's design?

12. Choose the option to Modify the query design.

() Open the query to view information.

(@) Modify the query design. I

13. Click ‘Finish’.

The query will open in “design mode”. The top half of the screen shows the Table we used to pick the
fields we want for our query. The bottom half of the screen shows the fields we picked and allows us to type
in “Criteria” for each of those fields.
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14. In the Latitude Column, in the ‘Criteria’ row, input Location
“Is Null”. D =
LocationID
? site_No
? Location
15. Notice the word ‘or’ below criteria. Since we want PropertylD
LocationDescriptic

to identify blank Latitude values OR blank
Longitude values, we enter ‘Is Null” on the ‘or” row.
If both “is Nulls” were on the criteria row, the query

. Field: |[Location] Luatitude) | [Longitude) |
woulq only return records where the Iatlt_ude AND bl [t o g
Longitude were both blank. In the Longitude hoft:
H “ J) [H “* ” ShOWi 171 [7‘
Column, in the “or” row, ‘input “Is Null”. [Criteria: Is gl ]
Loc [FEYTITH |

Note: Because Latitude and Longitude are numeric fields, we can use “Is Null” to find blank records.
Finding blank records for text fields will be discussed later in this exercise.

The query returns any blank Latitudes or blank Longitudes.

16. Test your query by clicking the “Run” Icon in the toolbar

&

17. Your results should be similar to the display below.

Run

18. Close the query by clicking the
19.’ at the top of the query window and Save your Query.
@

Location ~ Latitude ~ | Longitude -~

NE Fence Line
SW Fence Line

SE Fence Line
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Query 2: Build a query that will check for blank Sample Matrix. Sample Matrix is captured in the
Samples table in the Scribe project. NOTE: In a database, Null and Blank (“empty string”) text values
are different. In this Query, we will need to open the query in SQL and modify the WHERE statement to
include searching for Null and Blank records.

1. Open MS Access.

2. Browse to your Scribe Student Files folder and open the Scribe Audit Exercise.mdb.
3. Click on the ‘Create’ tab and then select ‘Query Wizard’.

Home Create External Data Database Tools

Q Tell me what you want to do...

[ il s= [ Form Wizard - = ( P < Module
| NG SEN] | NS - N ‘ : I [ Report Wizard -
Table  Table SharePoint Query | Query Form Form  Blank gat Report Report  Blank Macro b Class Module
Design  Lists~ Wizard | Design Design Form Design Report  [25 Label
g g g [E=] More Forms - 2 E e {£%] Visual Basic
Templates Tables Queries Forms Reports Macros & Code

4. Select ‘'Simple Query Wizard’. nevawey N i)

Tosstab Query Wizar

Find Duplicates Query Wizard
Find Unmatched Query Wizard

This wizard creates a select query
from the fields you pick.

5. Select Table: Samples.

6. Use the single arrow button to move the following fields from the Available Fields list to the
Selected Fields list:

o Samp NO Simple Query Wizard
Which fields do you want in your query?
o Sample Date
You can choose from more than one table or query.
¢ Matrlx >Iables/Quenes S
° LOC&tI 0 n Table: Samples v
Available Fields: Selected Fields:
. SampleType S o |
. . . . EventID Matrix
Note: Extra fields are selected to help identify which Sopiene | iscaton
samples need to be corrected. Frmisiccl®
| Activity v
. Cancel Next > Finish
7. Click Next.
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8. Name the query Samples_Matrix_Blank.

9. Choose the option to Modify the query

design.

10. Click ‘Finish’.

Simple Query Wizard
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What title do you want for your query?

Samples_Matrix_Blank

That's all the information the wizard needs to create your
query,

Do you want to open the query or modify the query's design?

(7) Open the query to view information,

(@ Modify the query desian. |

(o] ()

The query will open in “design mode”. The top half of the screen shows the Table we used to pick the
fields we want for our query. The bottom half of the screen shows the fields we picked and allows us to type

in “Criteria” for each of those fields.

B3 Samples_Matrix_Blankl

s

Samples
® s
SamplesID %
T site_Mo
EventID
¥ samp_Mo
SampleDate
SamnleTime i
4 [
Field: [=] [Location] [Matrix] [sampleType]
Table: | Samples Samples Samples Samples
Sort:
Show:
Criteria:
ar
o | . | - = [ =
11. Click View, SQL View. The criteria for this query needs to be modified to v_“ Run Sel
search for both null and blank records. =
| Datasheet View
b{‘ Design View
Page 150
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12. In SQL View, add a WHERE statement to include both Null and Blank records using the statement
highlighted below. This step is necessary when searching for blanks in any TEXT field.

SELECT Samples.[Samp_No], Samples.[SampleDate], Samples.[Matrix], Samples.[Location], Samples.[SampleType]

FROM Samples
WHERE (((Matrix & )=""));

Type the WHERE statement here — remember to remove the ‘;’ after Samples

The WHERE statement should look like this:

WHERE (((Matrix &")=""):

v
13. Test your query by clicking the “Run” Icon in the toolbar. R:n
14. The results should be similar to the display below.
Samp_No ~ SampleDate ~ Matrix ~ | Location ~ SampleType ~
6/1/2004 R1 Field Sample
DW-0001 6/1/2004 well 1
SS-0006 10/19/2004 R1
Page 151
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Query 3: Build a query that will check for a specific list of Valid Values in the Sample Type Field.
Sample Type is captured in the Samples table in the Scribe project. NOTE: In this type of query, the
SQL statement will check the database against a list of valid values and should identify any exceptions in
the database. We will need to add a “Not In’ statement to search for any records that DO NOT equal our
list of Valid Values (i.e., Field Sample, Field Duplicate, etc.). For this exercise, Field Duplicate and Field
Sample are the only valid values for the Sample Type field. The query will identify any samples types other than
those two valid values.

1. Click on the ‘Create’ tab and then select ‘Query Wizard’.

File Home Create External Data Database Tools Q Tell me what you want to do..
== o — — ]
1 [&] &l Form Wizard i | = Y2{ Module
D (===l EN | N 22 hE| D R g‘ (s ¥‘ [ Report Wizard -—r .
Table  Table SharePoint | Query | Query Form  Form  Blank Navigat Report Report  Blank Macro b Class Module
Design  Lists~ Wizard | Design Design  Form Design  Report |55 Labels
g ? e [E=] More Forms ~ e 9 Visual Basic

Templates Tables Queries Forms Reports Macros & Code

2. Select ‘Simple Query Wizard’.

Find Duplicates Query Wizard
Find Unmatched Query Wizard

This wizard creates a select query
from the fields you pick,

3. Select the Table: Samples

Use the single arrow button to move the following Simple Query Wizsrd
fields from the Available Fields list to the Selected | Whih fds doyouwantin yurcuery?
Fl E| d S I | St ‘ You can choose from more than one table or query.
[ ] Sam p N 0 Tables/Queries
- Table: Samples v
[ ] Sam p I e Date Available Fields: Selected Fields:
i ||
*  Location e = e
| Matrix
e SampleType jmird® <
CETITR———— |
5. Click Next. ek Y
Cancel | Finish
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6. Name the query Simple Query Wizard MMM
Samples__SampleType_NotVV.

What title do you want for your query?

| Samples_SampleType_NotyV |

7. Choose the option to Modify the query
design.

That's all the information the wizard needs to create your
query.

Do you want to open the query or modify the query's design?
8. Click ‘Finish.’.

() Open the query to view information.

@ Modify the query design.

Cancel H < Back E

9. The query will open in “design mode”. The top half of the screen shows the Table we used to pick the

fields we want for our query. The bottom half of the screen shows the fields we picked and allows us to type
in “Criteria” for each of those fields.

'ﬁj Samples_Matrix_Elankl

p -
Samples

&

] »

SamplesID
7 site_Mo
EventID
7 Samp_Mo
SampleDate
SamnleTime i

4 fu]

Field: [=] [Location] [Matrix] [sampleType]
Table: | Samples Samples Samples Samples
Sort:

Show:

Criteria:
or:

The criteria for this query needs to be modified to search for values that do not equal our list of
valid values.

10. In Design View, add a “Not In” statement to the ‘Sample Type” criteria field that includes the valid
values. The query will identify any sample types that are “Not” Valid Values. in Criteria to check for

a specific field (SampleType) by using the “Not In’” parameter and adding the Valid Values (e.g.
Field Sample, Field Duplicate).
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Samples
* -
SamplesID
¥ site_No
EventID
% Samp_No
SampleDate -
Field: |[Samp_No] [SampleDate] [Location]
Table: |Samples Samples Samples Samples
Sort:
Show: [~ M
Criteria: Mot In ("Field Sample” "Field Duplicate®] |

The “Not In” statement should look like this:

Not In ("Field Sample","Field Duplicate")

11. Test your query by clicking the “Run” Icon in the toolbar.

@

Run

12. Your query should return 26 results. The query is returning all samples where the sample type
is not a Field Duplicate or Field Sample.

ERT Support: 800-999-6990 Page 154



AN US EPA Environmental Response Team
N % Comprehensive Training Manual for Scribe v3.10

Samp_No ~ SampleDate ~ Location ~ SampleType ~
6/1/2004 NW Fence Line Field Samp.
|AS-0002 6/1/2004 NE Fence Line Field Samp.
| AS-0003 6/1/2004 SW Fence Line Field Samp.
|AS-0004 6/1/2004 SE Fence Line Duplicate
‘ DW-0001 6/1/2004 Well 1
| DW-0002 6/1/2004 Well 2
‘ DW-0003 6/1/2004 Well 3
| DW-0004 6/1/2004 Well 4
| DW-0005 6/1/2004 Well 5
| DW-0006 6/1/2004 Well 6
| DW-0007 6/1/2004 Well 1
| DW-0008 6/1/2004 Well 2
| DW-0003 6/1/2004 well 3
| DW-0010 6/1/2004 Well 4
|DW-0011 6/1/2004 well 5
| DW-0012 6/1/2004 Well 6
| 55-0006 10/19/2004 R1
| 55-0007 10/19/2004 R1
| $5-0008 10/19/2004 R2
| 55-0009 10/19/2004 R2
| 55-0010 10/19/2004 R3
| 55-0011 10/19/2004 R3
| 55-0012 10/19/2004 R4
| 55-0013 10/19/2004 R4
| 55-0014 10/19/2004 R5
SS-0015 10/19/2004 R5
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Exercise Eleven — Section B: Move Queries to Auditor Rule Set Project

After you have created and tested your SQL Queries (Rules), they are ready to be moved to a “RuleSet
Database”. NOTE: For Scribe.NET to successfully import the RuleSets from the Auditor Database, it
needs to be able to run them in that .mdb. If you are auditing any custom tables or fields, those
customizations must also be added to the RuleSet Project created below.

Exercise Objective: Move the queries created in Section A above to a RuleSet Database; complete
the Rule Information Table; and email the project to ERT Software Support to upload to Scribe.NET.

1. For this exercise, we have included a blank ruleset database in the Student Exercise files. It can
also be downloaded from www.epaosc.org/scribe. Once on the website, navigate to the
“‘Documents” section and select the Auditor folder. Once downloaded and unzipped, please copy
and rename it to a unique name.

Al Documents File Name Description Category Uploaded Size  Download ®
Audilorl New Scribe.NET RuleSet Project 2.zip| ~ Blank MDB for writing Scribe ~ Auditor ~ 5/1172017 385 Download
Auditor Queries KB

2. Browse to the Scribe Student Files and open the

Training Auditor Rules.mdb in MS Access. Fle ~ Home  Create Database Tools
3. The rules (SQL Queries) that were created and = T | o (] Tt Fie
tested in the Scribe Audit Exercise.mdb will s B | Er fer _
need to be imported into the Training Auditor Saved Llinked Table Excel | Access | ODBC  [f XMLFile
Rules.mdb (RuleSet Project). On the ribbon, mpcitsiManeg ket
click on External Data and select Access. ‘
Import & Link
Get External Data - Access Database ? X
Select the source and destination of the data
4. Br‘owse to the Scrlbe Student Flles folder and IEIIenamti C:\Scribe Student Files\Scribe Audit Exercise.mdb |
select the Scribe Audit Exercise.mdb and
select Import tables, queries, forms, etc. Click , o
OK s e s s s Lonssme o D

number to the name of the imported object. Changes made to source objects (including data in tables) will not be
reflected in the current database.

(O Link to the data source by creating a linked table.
Access will create a table that will maintain a link to the source data. Changes made to the data in Access will be reflected
in the source and vice versa, NOTE: If the source database requires a password, the unencrypted password will be stored
with the linked table.

caneel
—_——

ERT Support: 800-999-6990 Page 156


http://www.epaosc.org/scribe

US EPA Environmental Response Team
Comprehensive Training Manual for Scribe v3.10

5. Switch to the Queries tab and select the three (3) queries [ v
that were written in the previous exercise
(Location_Lat_Long_Blank; Samples_Matrix_Blank; ;& o o
and Samples_SampleType_NotVV). RS e ac —

o LRSS O R 2 T s v s
Click ‘OK’. e
Click ‘Close’. The Queries will now be in your Auditor —

Training Auditor Rules.mdb.

Exercise Objective: Complete the Rule Information Table and email the Auditor Database to ERT Support for
upload to Scribe.NET.

Once the queries have been successfully imported into your project, the Rule Information Table must
be completed. The Rule Information table contains the following fields:

EH Rulelnformation — = x
Query Name - Error/Warning Message - |Error or W: - | RuleSetName - RuleSetDescription
Samples Without LabResults  The following Samples do not have corresponding Lab Results. Orphaned Records EXAMPLE: Identifies commeonly orphaned records.
LabResults Without Samples  The following LabResults do not have corresponding Samples. Orphaned Records
Locations Without Lat/Long The following Locations do not have a Latitude and/or Longitude. Locations EXAMPLE: Identifies Location records which do not have a
Sites Without an EPA Contact  The following Sites do not have an EPA Contact All

Example RuleInformation Table

e Query Name — 50 Characters — Each rule (SQL Query) is added using the exact query name in the
database.

e Error/Warning Message — 150 Characters — This message identifies the issue found when running
the rule. For example, “The following records contain blank information”.

e Error or Warning Checkbox:

o Warning — No checkmark present in the box. Scribe.NET will display the records that don’t
meet the data requirements, but the project can still be published to Scribe.NET.

o Error — Checkmark present in the box. Scribe.NET will display the records that don’t meet the
data requirements and the project cannot be published to Scribe.NET until the issues are
corrected in the project.

¢ Rule Set Name — 100 Characters — Rule sets are “groups” of rules. Grouping rules allows for
flexibility when auditing by allowing audits to be done on some or all of the data. For example, rules
can be grouped by functional area — Samples, Locations, etc. or any other way that makes sense to
the operation.

e Rule Set Description —optional. Describes how the rules were grouped.
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MNavigate To Category
Custom

1. Click on the Tables object. Bl obiect Type

Tables and Related Views
Created Date

Modified Date

2. Scroll to the ‘Rulelnformation’ table and double-click to open the T
table.

Queries
Forms
Reports

All Access Objects

3. Four (4) examples exist in the Table.

Query Name - Error/Warning Message ~ | Error or Warni - RuleSetName - RuleSetDescription
ETIERAVRGEMELLEIL The following Samples do not have corresponding Lab Results. Orphaned Records EXAMPLE: Identifies commonly orphaned records.
LabResults Without Sample The following LabResults do not have corresponding Samples. Orphaned Records
Locations Without Lat/Long The following Locations do not have a Latitude and/or Longitude. Locations EXAMPLE: Identifies Location records which do not have|
Sites Without an EPA Conta The following Sites do not have an EPA Contact All

|ImO0000

4. Add a new record for each of the query rules written in the previous steps.

Query Name - Error/Warning Message ~ |Error or Warni ~ RuleSetName - RuleSetDescription

5. Enter the Query Name.

NOTE: The Query Name must be entered exactly the way it is named in the Query. If itis not,
an error will be generated when the Rule Set database is uploaded to Scribe.NET

TIP: To avoid inadvertently typing the query name incorrectly, you can copy (rt. click on the query name, select
rename, hold down the control key and hit the “C” key) and then paste (hold down the control key and hit the
“V” key) in the Rulelnformation Table. (Using the right-click copy and paste function in MS Access will
not enter the correct query name)

6. Enter the Error/Warning Message to be displayed when a project is audited and issues are
identified.

Indicate whether or not it should be an Error or Warning (see explanation above).

Enter a RuleSetName. In this example the RuleSetName indicates that this Rule is checking data
in the Samples and Location Table.

Samples_Matrix_Blank The following records contain a blank matrix O Samples Table
Samples_SampleType_Not' The following records do not meet the list of valid values O Samples Table
]

Location_Lat_Long_Blank The following records do not contain Latitude and/or Longitude

Location Table

9. Close the Table, close MS Access.

10. Zip up the file (.mdb files are stripped), rename the file extension (e.g. .piz) and email it to:
ertsupport@epa.gov.

NOTE: If changes/additions need to be made to a RuleSet Database that has already been uploaded
to Scribe.NET, the entire data set (database) needs to be uploaded again to Scribe.NET.
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