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

 

 

6. Use the default Template 
(scribe3.mdb). Templates 
contain the pick-lists and 
layouts loaded with your new 
project. 

 

 

 

 

7. Click the Next button. 

 
 
 

 
  

8. Scribe displays the file name and location 
where the project will be saved. Click 
Finish. 
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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: 

1. Under the Planning section in the navigation pane, click 
on Analyses.   
 
Each new Scribe project will have a default list of 
Analyses which will be shown in the right pane of Scribe.  
For this example, we will delete all the analyses except 
PAHs and we will add a new analyses named TAL 
Metals – 6010B. 
 

2. Delete ALL default analyses except PAHs: 

a.  Click the Select button . 

b.  Click ‘Select All’ from the menu. 

c.  Scroll the list until you see PAHs. 

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  
#New01# with TAL Metals – 6010B. 
 

5. Enter the remaining analyses details as shown below.  Note:  Be 
sure to add the turnaround time, container and preservation.  
When populated here, the information will automatically 
populate when adding the analyses to a sample.  If items are not 
available in the dropdown picklist, simply type in the required 
text.  It will now be available in the dropdown for future use.   
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Customize the Lab list: 

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 #New01# 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. 
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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.         

   

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

2. Replace 08837 with SS in the Soil/Sediment Sample # Mask. 

3. Replace 08837 with AS in the Air Sampling Sample # Mask. 

 

 

 

 

 

4. Click Close when finished.   
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Add Soil Samples: 

 

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. 

 

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. 

 

 

 

 

 

 

 

 

 

 

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). 
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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 

 

1. Close the sample details screen if it is still open.   

2. On the Sample Summary screen, RT-click on the column 
heading for Location. 

3. Select Column Properties at the bottom of the menu. 

4. UNcheck Copy Column. 

5. Click OK. 

6. Click the Save button and save your changes to the Default 
Layout. 
 
 
 
 

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: 
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Exercise One - Section E: Print Labels  

 

Print Labels: 

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

2. Select Label Setup. 

 

 

 

 

 

 

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

 

 

 

 

 

 

4. Click Next on the label design screen. 
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5. Click Finish to preview the sample labels. 

 

 

 

 

 

 

 

 

 

 

 

 

6. Click Close to return to Scribe. 
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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 Assign Samples to COC 
button. 

6. Click on the   button in the 
toolbar. 

7. Choose Select All from the menu. 

8. Click the Assign to button. 

9. Click on Yes to verify that you want to 
assign the samples to the chain. 
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Exercise One - Section G:  Create a Custom Chain of Custody and Layout 

Design a Custom Chain of Custody for Soil Samples: 

1. Click on the    button in the toolbar. 

2. Choose Select Columns from the menu. 

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

 EventID 

 Location 

 Preservative 

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

 Depth 

 Depth Units 

 Depth_To 

5. Click OK to close the field selection window. 

6. Click the   button. 

7. Type Soil Sample Chain and click the Save button. 

 

 

Preview the Chain of Custody: 

1. Click the   
button at the bottom of the screen. 

2. Select Preview from the menu.  
Click the OK button. 
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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 needed 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: 

 

1. Click on File | Scribe.NET | Publish 

2. Click Next 

 

 

 

 

 

 

 

 

3. Enter the following Publisher Information: 

 PublisherID:  Scribe Training 

 Password:  training (case-sensitive) 

 

4. Click Publish. 
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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.  

mailto:ertsupport@epa.gov
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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. 
 
 
 

The Import Data Wizard screen will be displayed. 

7. Select Air Sampling from the Data 
Category pick list. 

8. Click Browse and select the Air Samples 
– Morning.csv file from the Scribe Student 
Files folder as the Import Data File. 

9. Click the Next button. 
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10. Click Next on the “Map Data to Import” screen.  Because 
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  

 

 

 

 

 

 

11. 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. 

 

 

 

 

 

12. Select Add New data records. 

13. Click Import on the “Ready To Import” screen. 
 
 
 

 
 
 
 
 

 

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 “Import 
More Data”. 
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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.  
  
 

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

3. Click Close. 

 

 

 

 
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 navigation 
pane. 

5. Make sure the Summary tab is the active view. 

 

 

 

 

 

6. Click the Copy button in the 
toolbar at the top of the screen. 

 

 

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

8. Click OK. 
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The four (4) newly created samples will be 
displayed.  Switch to the Summary tab to see both 
sampling events.   
 
 
 
 
 
 
 
 
 
The Air Sampling Summary tab should now have an 
AM and a PM Air Sampling event with the same 
sample information.  You can now edit the sample 
specific information for the new samples in the PM 
Air Sampling Event. 
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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.   

 
 
 
 

 
 
 
 

 
Import additional Lab Results from a spreadsheet:  
1. Click File in the menu at the top of the screen. 
2. Select Import. 
3. Select Custom Import. 
4. Click the No button when prompted to backup your 

project. 
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The Import Data Wizard screen will be displayed. 
 
 

5. Select Lab Results from the Data Category pick 
list. 

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

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

8. Click on the Next button. 
 
 

 

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 
imported.  Bolded blue data fields are required. 

1. Click in the empty field next to Result_Units. 

2. Select RUnits from the drop-down list. 

3. Click in the empty field next to Samp_No and select Sample 
Number from the drop-down list. 

4. Click in the empty field next to CAS_No and select CAS Number 
from the drop-down list. 

5. Click in the empty field next to Matrix_ID and select Matrix from 
the drop-down list. 

6. Click the Next button. 

7. Note the number of records to be imported = 110.  Click Next on 
the Data to be Imported screen and review.  
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8. The records to be imported do not already exist 
in  the project, so select the “Add New data 
records”  option. 

9. Click Import on the Ready to Import screen. 

10. When the “Finished” window is displayed, verify 
that 110 records were imported.  Click NO on the 
“Finished, import more data window”. 

 

 

 

 

 

11. Click on Lab Results under the Sample      
Management section in the navigation pane and 
review the imported lab results.  The total number 
of Lab Results should now be 2052.  
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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.    

 

 

 

 

 

 

 

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 H001-F, the location in the Import 
file must be H001-F and not H001_F in order for the records to be updated.  Upon import, Scribe 
will add the additional information to the matching locations (LocationDescription, PropertyID, etc). 
 

 

 

 

 

 

3. Close the “Location Update Import.csv”. 

4. Switch back to Scribe. 

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

6. Select Import. 

7. Select Custom Import. 

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

9. Click Save and Ok to complete the backup process. 
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10. Select Sampling Locations as the Data 
Category. 

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

12. Leave the Script Name as default. 

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

14. Click Next. 
 
 
 

 

 

 
 
 

15. Since the import spreadsheet uses the same field 
names as Scribe’s field names, the columns are 
automatically mapped.  Click Next. 
 
 
 
 
 

16. Preview the data to be imported.  There are 15 
locations in the spreadsheet. Click Next. 
 
 
 
 
 

17. Since this import will be updating the existing 
locations, select the option to “Add New data 
records AND Update existing data records”. 

 

18. Click Import. 
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19. When the import is completed, a summary of the import is 
displayed.  It is important to read the summary and make sure 
the import worked as expected.  In this case, 15 records were 
updated, which was expected. 
 
However, if the import summary showed that some records 
were Added, that would indicate that the location name in the 
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 
Added and the ones that match will be updated. 
 

20. Click No on the Finished! window. 
 
 
 

21. Navigate to the Sampling 
Locations section and preview 
the information that was updated 
for each location. 

 

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. 

a. Click on File | Scribe.NET | Publish 
b. PublisherID:  Scribe Training 
c. Password:  training (case-sensitive) 
d. Click Publish. 
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 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 H003 under Property ID. 

3. RT-click H003 and select Show Samples for H003.   
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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. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Find Lab Results for a particular sampling location: 
 

1. Click on Sampling Locations in 
the navigation pane. 

2. Highlight H001-F under Sampling 
Locations 

3. RT-click on H001-F and select 
Show Lab Results for H001-F.   
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Scribe returns the 193 lab results 

 for that location. 
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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 
the grid to ensure you are working with all 
the lab results and not a filtered set. 

3. Click on the Filter button on the top menu 
bar. 

 

 

4. Select ANALYTE from the pick list. 

5. Select ‘=’ from the Operator pick list. 

6. Click on the Select… button next to Value 
field to bring up the pick list. 

7. Check the boxes next to Arsenic and 
Chromium 

8. Select RESULT from the pick list 

9. Select ‘>’ from the Operator pick list.  

10. Type ‘20’ into the Value field. 

11. Select UNITS from the pick list. 

12. Select ‘=’ from the Operator pick list. 

13. Click the Select… button next to the Value 
field. 

14. Check the box next to ‘mg/Kg’. 

15. Click OK to run the query. 

 

Scribe returns the following 
results: 
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Advanced Sort: 
 

1. Click on the Sort button on the top menu bar. 

2. Select LOCATION from the pick list and choose Ascending. 

3. Select RESULT from the second pick list and choose Descending. 

 

 

 

 

Save the Layout: 
 

1. Click on Save Layout  

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

3. Click 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.     

 
1. Click on Action Levels under Planning in the Navigation Pane. 
2. The table includes specific Action Levels that are pertinent to your 

project. 
 
 
 
 
 
 
  
 
 
 
Create a report 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. 
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2. Click on the Filter button on the top menu bar. 

3. Select Analyte from the pick list. 

4. Select ‘=’ from the Operator pick list. 

5. Click on the Select… button next to Value field to 
bring up the pick list. 

6. Check the box for Arsenic. 

7. Select RESULT AT OR ABOVE from the pick list. 

8. Select ‘=’ from the Operator pick list. 

9. Select YES from the Value field. 

10. Select Result Qualifier from the pick list. 

11. Select ‘=’ from the Operator picklist. 

 

12. Select the blank. 

 

13. Click OK to run the query. 

 

 

Scribe returns the following results. 
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Customize the display for reports: 

 

1. Click on the    button in the 
toolbar. 

2. Choose View | Select Columns from the 
menu. 

3. Place a checkmark in the Select All box 
and then remove the checkmark to 
deselect all of the Columns. 

4. Scroll through the list and place check 
marks in the following fields: 

a. Action Level 

b. Analyte 

c. Location 

d. PropertyID 

e. Result 

f. Results Units 

g. Sample # 

h. SourceID for Action Level 

 

5. Click OK to close the field selection 
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. 

 

 

 

 

 

 

 

 

4. Click on Save Layout. 
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5. Enter new Grid Layout name and click Save. 

 
 
 
 
 
 
 
 
 
 

 
 

Export the report to MS Excel or HTML: 

1. Click the Export button from the top menu bar.   

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

 

 

 

 

 

 

3. Enter File name and click Save.  

 

 

 

 

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

2. Select QuickMap from the list. 
 
 
 
 

The Scribe KML Export Wizard will be displayed.  
By default, Scribe's Latitude and Longitude fields 
will be selected for spatial coordinate information.  
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. 

 

 

3. Select Property ID in the Caption Column drop-
down. 

4. Click Next. 

 

 

5. Select Result in the Classification Column. 

 

6.  Complete the next screen using the values shown 
here.  When the map is displayed, the property 
colors will be based on the result value.   

 

7.  Click Next when the fields are complete 
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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. 
 
 
 

 

 

 
 

 
 
 
 

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.  
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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. 
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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.  
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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: 
 

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

2. Select Scribe.NET. 

3. Select Subscribe. 

4. Click on the Next button on the Subscriber Wizard 
screen. 

 

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

 

 

 

Enter the subscription information: 

Subscription information is provided by the publisher of the 
Scribe project 

1. Subscription ID: ABC Landfill. 

2. Enter the subscription password: proj3384 

3. Click the Subscribe button. 

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

5. Name the file: ABC Landfill. 

6. Select Save. 
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7. Wait for the file to download. 

8. When the download is complete, select OK. 
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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. 

 

Run Scribe.NET Auditor 

1. In Scribe, click on File | Scribe.NET | Audit Data 

2. Click Next when the Scribe.NET Data Auditing Wizard is 
displayed.  A window will briefly be displayed showing that 
rulesets are being downloaded from Scribe.NET 

 

 

 

 
 

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 
project using all of the selected rules.   

However, when auditing a real Scribe project, auditing by 
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.   

 

 

 

 

 

 

4. After selecting the rules and clicking next, an auditing 
window will briefly be displayed 
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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. 

 

 

 

 

 

 

 

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. 
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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:)  

 

 

 

 

 

 

 

 

 

 

 

 

 

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 
checked.  One method to move between 
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 
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).   

 

     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.xlsx documentation in the Scribe Student Files).       

 

1. Click on Samples under Sample Management. 

2. Click on Find on the top menu bar. 

3. Select MATRIX. 

4. Find What:  Soil Surface. 

5. Replace With:  Soil. 

6. Click Replace All. 

7. Click OK. 

 

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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3. Select SAMPLE TYPE. 

4. Click on Value and put a checkmark in the box without 
a value and in the QC Blank – Field.   

5. Put a checkmark in the box without a value and in the 
QC Blank - Field   Note:  By placing a checkmark in 
the option without a value, Scribe will return any blank 
or missing records in the project. 

6. Click OK. 

7. Click OK. 

 

 

 

8. Click Find on the menu bar. 

9. Select SAMPLE TYPE as the Grid Column. 

10. In the Find What dropdown, select QC Blank – Field. 

11. In the Replace With field, type Field Blank.. 

 

 

 

 

12. Click Replace ALL. 

 

 

 

 

 

 

 

13. In the Find What dropdown, select the 
blank space. 

14. Click Replace ALL. 
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NOTE:  In some instances, using the Blank Space 
will not replace all of the Blank records.  If this is 
the case, in the Find What: select the ‘Equals 
Blank’.   

 

 
 
 
 
 
 
 
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 

Planning. 
 
2. Click Filter on the menu bar. 
 
3. Filter for the Sampling Locations 

reported in the Audit Log. 

 

4. Click OK. 

 

5. Manually, enter the following 
Coordinates: 

 
 
 

Location Latitude Longitude 
 

CL7B 40.4140418 -74.357217 

TB09 39.936281 -74.194886 

 
 



 

 

US EPA Environmental Response Team 

Comprehensive Training Manual for Scribe v3.10 

 

ERT Support: 800-999-6990   Page 48 

 
 
 
 
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 

 
1. Click on Lab Results 
2. Click on View | Select Columns 
3. Place a checkmark in the EDD_File Name and Lab_Name 
4. Click OK 
 
 
 
 
 
 
5. Scroll  over to the Lab_Name and rt-click in the Empty (Missing) 

Lab_Name and filter for all the blanks or Sort by Lab_Name 
Ascending.  Note the EDD_File_Name:  ABC Lab Analytical Results 
OU2.csv 

 
 

 
 
 
 
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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Re-import the corrected EDD 
 
 
 

1. Open Scribe 
2. Click File | Import | Custom Import 
3. Click ‘Yes’ to Backup Now and name your 

backup (e.g., ABC Landfill prior to Lab Result 
Reimport) 

4. Data Category select Lab Results 
5. Browse to the modified EDD file 
6. Select the UniversalEDD Script Name 
 

 
 

 
 
 
 
 
 
 
 
 
7. Map Lab_Name to Laboratory Name 
8. Click Next 
 
 
 
 
 
 
 
 



 

 

US EPA Environmental Response Team 

Comprehensive Training Manual for Scribe v3.10 

 

ERT Support: 800-999-6990   Page 50 

 
 
 
 
 
 
9. Scroll through and review the ‘Data To Be Imported’ 

10. Click Next 
 
 
 
 
 
 
 
 
 
 
 

11. Click Add New data records AND Update existing data 
records 

12. Click Import 
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13. Click No to ‘Import More Data’ 
14. Note the LabResults Records Updated.  The 

LabResults should not indicate any new records were 
added 

15. Click No to Import More Data 
 
 
 
 
 
 
 
 
16. Run Auditor.  If all of the Warnings are addressed, you 

will get a ‘Passed’ Audit Result 
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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: 

1. Click File. 
2. Select Import. 
3. Select Templates. 
4. Select Import Scripts. 
5. Click on the No button when prompted to backup your 

project. 
6. Click Browse and select the  

Student Import Project.MDB file from the  
Scribe Student Files folder. 

7. Click the Next button.  
 
 
 
 

8. Scroll through the list of Templates and put a check-mark in 
the box next to Custom Imports – Lab Results [A1 Lab 
Inorganics].  
 

9. Click the Import button. 
 
 
 
 
 
  

10. Click the No button when Finished. 
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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: 
 

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

2. Select Import. 

3. Select Custom Import. 

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

5. Select Lab Results from the Data Category pick list. 

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

7. Select A1 Lab Inorganics from the Script Name drop-
down list. 

8. Click Next. 

 

 

 

9. 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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11. Scribe reports some Import Errors. 

12. Click OK.  
  
  
 

 

 

  
 

13. Click the blue text labeled Click here to view the 
Import Errors file.  

14. Scribe launches an MS Excel file showing the 
records that produced the error.   
  
  
  
 

15. Scroll to the far right of the error file until you see a 
column titled Import Errors.  The text should look 
similar to the information below.  
  
 
 
 
The error can be interpreted in four steps – reading left to right: 

 
 
 
 
 
 

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

Since the A1 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. 
 

 

 



 

 

US EPA Environmental Response Team 

Comprehensive Training Manual for Scribe v3.10 

 

ERT Support: 800-999-6990   Page 56 

 

 

16. Switch back to Scribe.  

17. Cancel the current Scribe import. 

18. Close the Lab Results Error File. 

19. Open the A1 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 A1 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 
Imports.mdb located in the Scribe Student Files 

2. Click on File | Import | Custom Import 

3. Select ‘No’ to Backup 

4. From the Data Category dropdown menu, select 
Lab Results. 

5. Browse to the ABC Lab Total Metals.csv. 

6. Select the UniversalEDD Script Name. 

7. Click Next. 

 

 

 

8. Click Next on the ‘Map Data to Import’ screen. 

9. Click Next. 
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10. Review to make sure your data is mapped 
properly and make note the number of Lab 
Results to be imported.   

11. Click Next. 

 

 

 

 

 

 

 

 

 

12. Click Add New Data Records. 

13. Click Import. 

 

 

 

 

 

 

 

 

14. Click No to Import More Data.  Note that the correct 
number of Lab Results were added.  . 
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15. Click on Lab Results under the 
Sample Management section in the 
navigation pane. 

16. Click on View | Select Columns. 

17. Put a checkmark in Total or 
Dissolved. 

18. Move the Column to the right of 
‘Units’. 

19. Click on Save Layout. 

20. Enter a Layout name (e.g. Total 
and Dissolved Metals). 

21. Verify that 80 Total Metals lab 
results were imported. 
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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. 

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

3. From the Data Category dropdown 
menu, select Lab Results. 

4. Browse to the ABC Lab Dissolved 
Metals.csv. 

5. Select UniversalEDD in the Script Name 

6. Click Next. 

 

 

 

 

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

12. 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.   

 
 
 
 



 

 

US EPA Environmental Response Team 

Comprehensive Training Manual for Scribe v3.10 

 

ERT Support: 800-999-6990   Page 62 

 

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. Click on File | Import | Custom Import. 

2. Select ‘No’ to Backup. 

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

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

5. Click Next. 

 

 

 

 

 

6. Click Next on the “Map Data to Import” 
screen. 
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7. Review to make sure your data is mapped 
properly and make note of the number of Lab 
Results to be imported.   

8. Click Next. 

 

 

 

 

 

 

 

9. Click Add New Data records 

10. Click Import. 

 

 

 

 

 

 

 

 

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

12.   Click No to Import More Data. 
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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. 

 

  



 

 

US EPA Environmental Response Team 

Comprehensive Training Manual for Scribe v3.10 

 

 

ERT Support: 800-999-6990   Page 65 

Exercise Eight – Section B:  Unmatched Lab Results 

In this exercise, you will import additional Lab Results and run the Lab Results without Samples 
query (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.     

 

1. Click on File | Import | Custom Import. 

2. Select ‘No’ to Backup. 

3. Select Lab Results from the Data Category 
dropdown menu. 

4. Browse to the Scribe Student Files and select 
ABC Lab PCB Soil Results. 

5. Select the UniversalEDD Script Name. 

6. Click Next. 

 

 

 

 

7. Map the Result_Units and Samp_No Import 
Fields. 

8. Click Next on the “Map Data to Import” 
Screen. 
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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. 
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13. Click on LabResults Without Samples under Custom Data 
Views in the navigation pane.   Note that all 56 Lab Results 
appear in the query, indicating that they do not have a 
matching sample in this project.   

 

 

 

 

 

 

 

 

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 ‘-‘.   
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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 
pane.   

 

2. On the Tool Bar, click on View | Select Columns. 

 

 

 

 

 

 

3. Scroll down and put a checkmark in the 
EDD_File_Name. 

 

4. Click OK. 
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5. Scroll over and look through the EDD Filename column until you see ABC Lab PCB Soil 
Results.csv.  Right-click and select ‘Filter For ABC Lab PCB Soil Results.csv’. 

 

 

 

 

 

 

 

 

 

6. On the Tool Bar, click on Select | Select All 

 

7. Click the Delete key.  Answer Yes. 

 

Correct Samples #’s in the EDD 

 

1. Open the Scribe Student Files and browse to the 
ABC Lab PCB Soil Results EDD. Highlight the 
Sample Number column 

2. Rename the EDD indicating it was corrected, 
therefore leaving the integrity of the original EDD. 

 

 

 

 

 

3. Click on Find | Replace 

4. Enter Find What with SS_. 

5. Enter Replace with SS-. 

6. Click Replace All. 

7. Save the File. 
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Import Corrected EDD 

 

1. Open up Scribe. 

2. Click on Import | Custom Import. 

3. Click No to backup. 

4. Select Lab Results from the Data Category. 

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

6. Select UniversalEDD. 

7. Map the Data. 

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

9. Click Import. 

10. Click Add New data records. 

11. Verify that 56 records were imported. 

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

13. Verify that there are no longer any Lab Results Without Samples. 
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Exercise Eight – Section C:  Incorrect Data Types 

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.   

 

1. Click on File | Import | Custom Import. 

2. Select Sampling Locations as the Data Category. 

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

4. ScriptName of default. 

5. 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.  .  
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9. Note that no Sampling Locations are 
displayed.   

10. Click on “Click here to view the Import 
Errors file”. 

 

 

 

 

 

 

 

 

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

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.    
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In this Exercise, we will open up the Sampling Locations Update EDD and convert the Degrees, 
Minutes and Seconds to Decimal Degree using a formula in Excel.   

Converting Latitude: 

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. 

 

 

 

 

 

 

5. Select Fixed width and Next. 

 

 

 

 

 

 

 

 

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

 

 

7. Click Finish. 
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Notice that the text and numbers are now in their own column. 

 

 

 

The spreadsheet will now look like this 

 

8. Delete columns E, G, I 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 

 

 

 

 

 

2. Hit the Enter key to apply the formula. 

 

 

 

 

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.   
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4. Highlight the values in 
Column G and click 
Copy.   

 

 

 

 

 

 

 

 

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

 

 

 

 

 

 

 

 

 

 

6. Click OK.  Make sure the Column D 
heading is Latitude. 

 

7. Delete columns E, F and G. 

 

 

 

 

 

 

 



 

 

US EPA Environmental Response Team 

Comprehensive Training Manual for Scribe v3.10 

 

ERT Support: 800-999-6990   Page 76 

Convert Longitude:  

 

1. Highlight the column with the Longitude. 

2. On the Ribbon, click on Data | Text to Columns. 

 

 

 

 

 

 

3. Select Fixed width and click Next. 

 

 

 

 

 

 

 

4. Create a break line to separate text from 
numbers.      

 

 

5. Click Finish. 

 

 

 

 

 

 

 

 

 

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. 

 

 

 

 

Convert Degrees, Minutes, Seconds to Decimal: 

 

1. In column H, type the following formula: 

=-E2-F2/60-G2/3600 

 

 

 

 

 

 

2. Hit the Enter Key. 

 

 

 

 

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.   
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4. Highlight the values in Column H and 
click ‘Copy’.   

 

 

 

 

 

 

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

 

 

 

 

 

 

 

 

 

 

 

 

6. Click OK.  Make sure Column E Heading is 
Longitude. 

7. Make sue the Column E heading is Longitude.  
Delete columns F, G and H. 

8. Save the file. 
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Import and Update your Sampling Locations: 

 

1. Click on File | Import | Custom Import. 

2. Select Sampling Locations as the Data Category. 

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

4. ScriptName of default. 

5. 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.   
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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.  

 

 

 

 

 

 

 

 

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

12. Click No to Import More Data. 
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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.      

 

Importing Action Levels: 

1. Click on File | Import | Custom Import. 

2. Click No to Backup Now. 

3. Select Action Levels as the Data Category. 

4. Browse to Scribe Student Files and select the                      
Action Levels for Exercise 8.csv. 

5. Click Next. 

 

 

 

 

 

 

6. On the “Map Data To Import” screen, map the fields 
as shown here. 

7. Click Next. 

 

 

 

 

 

 

 

8. Review the “Data To Be Imported”. 

9. Click Next. 
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10. Select Add New data records. 

11. Click Import. 

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

13. Click No to Import More Data. 

 

 

 

 

14. Run the Action Levels with LabResults query.  Note 
that No Lab Results were flagged with Action Levels. 
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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.   

 

 

 

 

 

 

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

 

 

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

 

2. On the Tool Bar, click on Filter. 

 

3. In the first dropdown box, select ANALYTE. 

 

4. Select equal (=) as the Operator. 

 

5. Click on Select and put a checkmark in Antimony and Aroclor 
1254.   

 

6. Click OK. 
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7. Scribe returns a filtered view of the 
Antimony and Aroclor 1254 results 

 
 
 
 
 
 
 
 
 
 
 
 

8. On the Tool Bar, click on View | Select Columns. 

 

9. Put a checkmark in CAS_NO. 

 

10. Click OK. 

 

 

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

 

 

 

 

 

 

 

 

 

 

 

Lab Results Table 
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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. 

3. Change the values and units on the pasted rows. 
 
4. Your import file should look like this. 
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5. Save and close Excel. 
6. In Scribe, click on File | Custom Import. 
7. Say No to Backup Now. 

 

8. Select Action Levels from the Data Category. 
9. Browse to the Scribe Student Files and select the Action 

Levels for Exercise 8.csv. 
10. Click Next. 
 
 
 
 
 
 
 
 
 
 
 
 
 
11. On the “Map Data to Import” screen, verify that the fields are 

mapped properly. 
 
12. Click Next. 

 

 
 
 
 
 
 
 

 

13. Review the “Data To Be Imported”. 
 
14. Click Next. 

  

1 
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15. Click Add New data records. 
16. Click Import. 
17. Note the number of records added. 
18. Click No Import More Data. 

 

 
 
 
 
 
 
19. Review the Action Levels Table 

 
 
 
 
 
 
 

 
20. Close the Action Levels table 
 
21. Run the Action Levels with LabResults query.  28 Records are returned 
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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 is likely 
that a return visit will be necessary to sample two additional locations. 

 

Project Name: CLP Training 

Site Number: ABC123 

CLP Case Number 10001 

Region: 2 

Starting CLP Sample Number: B8X01 

Lab Info: 

Mr. John J. Chemist 

XYZ CLP Lab 

112 Main Street 

Anytown, NJ 00000 

Phone: 555-111-2222 

Fax: 555-111-2220 

4 Sediment Samples 

1 QC Sample 

Analysis Info: 

- CLP 12 Toxic Congeners (PR) 

- CLP Volatiles (organics) 

- CLP VOA by M.A. 1301.0 (organics) 

- Total Sulfides (non CLP) 

 

 

 
Analysis 

 
Abbrev. 

Turn-
Around 

 
Container 

 
Quantity 

 
Preservative 

CLP 12 Toxic Congeners – 
Preliminary Results 

12 Toxic 
CBCs 

35 Day 32oz Amber Jar 1 – filled to capacity None but 
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 – 5g per vial None but 
store in Ice 

CLP VOA by M.A. 1301.0 VOA M.A. 14 Day 40mL Amber Vial 3 – 5g per vial None but 
store in Ice 

 

Location Codes Sub-Locations EventID 

A001 A = 0-6 inches 

B = 6-12 inches 

Initial Investigation 

A002 A = 0-6 inches 

B = 6-12 inches 

Initial Investigation 
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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.   
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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, 
click on ‘Analyses’.   
 

2. Delete all default 
analyses except CLP 12 
Toxic Congeners and CLP 
Volatiles: 
- Click the ‘Select’ button 
- Click ‘Select All’ 
- Deselect the analysis 
listed above by holding the 
CTRL (control) key and 
clicking on each analysis.   

3. Click the ‘Delete’ button to 
remove the selected 
analysis. 

4. Click ‘Yes’ when prompted 
to delete the selected 
records. 

 

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).   
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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’. 

 

 

 

 

 

 

 

 

7. Add the following turnaround times: 

 21 days for Total Sulfides 

 35 days for Toxic Congeners 

 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 ‘#New01#’ 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 
 

 



 

 

US EPA Environmental Response Team 

Comprehensive Training Manual for Scribe v3.10 

 

 

ERT Support: 800-999-6990   Page 93 

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: 

 

 

1. Click on ‘File’ 

2. Select ‘CLP Options’ 

3. Select ‘CLP/Tag Settings’ 

 

 

 

 

 

 

4. Using the information shown in the 
graphic, complete the CLP 
Sample Numbers Section.  Click 
‘OK’ when done.  

 

 

Note:  This can also be configured 
when adding analysis to a sample.   
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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 A001. (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. 
  
  
  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

4. When the sample details are complete, click the ‘Analysis’ tab and input the analysis information 
for the sample.   
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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. 

 

5. 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.   
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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. 
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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. 

 
Configure Copy Column options: 

1. RT-Click on the column heading for ‘Location’ and select ‘Column 
Properties’. 
 
 
 
 

 
 
 
 
 
 

2. UNcheck ‘Copy Column’ and click ‘OK’. 

3. Click the ‘OK’ button and Save to save the changes to your 
current layout (CLP Layout). 

4. Repeat the steps above for the following fields: 
- Sub Location 
- Depth From 
- Depth To  
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Create/add three (3) more Soil/Sediment Samples using the Copy button: 

1. Highlight sediment sample ABC123-0001. 

 

 

 

 

 

 

 

 

 

 

 

 

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).  

 

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.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. Verify that you are in the CLP Layout 
(the CLP Layout will print the CLP sample 

number on the labels instead of the Scribe 

sample number)  

3. Click the ‘Print Labels’ button at the 
bottom of the screen. 

4. Select ‘Label Setup’. 
 
 

5. Click ‘Next’ on the label definition 
screen to select label number 5163. (If 

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) 
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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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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

7. 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. 
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7. Click the ‘Select’ button and choose ‘Select 
All’.  
 

8. Click on  
 

 

9. Click ‘Yes’ to confirm that you want the selected 
samples assigned to the chain. 

 

 

 
 
 
 

 

 

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. 



 

 

US EPA Environmental Response Team 

Comprehensive Training Manual for Scribe v3.10 

 

 

ERT Support: 800-999-6990   Page 103 

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.  

 

 

 

 

 

 

 

 

 

 

 

 

 

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

3. Select ‘Report Setup’ to 
customize the COC header 
information. 
 
 

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

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

 

6. Click ‘OK’ to preview and print 
the Chain of Custody. 
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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.   

 

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

Note:  The Turnaround Time was not entered 
for the CLP Volatiles analysis. 

 

 

 

 

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

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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. 

    

 
 
 
 
 
 
 
 
 
 
 

 



 

 

US EPA Environmental Response Team 

Comprehensive Training Manual for Scribe v3.10 

 

ERT Support: 800-999-6990   Page 106 

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 
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. 
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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. 

 

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 

 

http://www.epa.gov/superfund/programs/clp/download/esdsprocedures.pdf


 

 

US EPA Environmental Response Team 

Comprehensive Training Manual for Scribe v3.10 

 

ERT Support: 800-999-6990   Page 108 

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.   

 

1. From the Scribe Menu, click on File. 

2. Select New Project. 

3. Input the following Site Name, Site # and Region.   

a. SCG Industries 

b. 20036 

c. 2 

4. Select YES to CLP Project. 

5. Use the default Template (scribe3.mdb). 

6. Click Next. 

 

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

 

1. Click on File | Import | CLP Case XML. 

2. Clickt No to backup your project. 

 

 

 

 

 

 

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

 

4. Click Next. 
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5. By default, Scribe will Replace Analyses and Laboratory 
information with contents of CLP Case File. Your Scribe 
project will only contain the information contained in the 
XML file.  If you remove the checkmark, Scribe will append 
the Analyses and Lab List with the information contained in 
the XML file.     

 

 

 

 

 

 

 

 

 

 

 

 

                Additional Site information contained in the XML File 

    

 
 
 
 
 
 
 
    

     List of analyses contained in the XML File 

 
 
 
 
 
 

     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 A001: 

1. Click on ‘Samples’ 
under the Sample 
Management section in 
the left navigation pane. 

2. RT-Click on ‘Location 
A001’. 

3. Select ‘Filter for A001’. 
 

 
 
 
 
 
 
 

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

5. Under Sort By, select ‘Sample #”  Ascending and ‘Tag’ 
Ascending 

6. Click ‘OK’ to sort. 
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7. Click on ‘View’ and ‘Select Columns’. 

8. Remove check-marks from 
- ~  
- EventID 
- Remarks  

9. Click ‘OK’.  
 
 
 
 

10. Click the ‘Print’ button on the top menu bar. 

11. Select ‘Worksheet’ 

12. Select ‘Report Setup’.  
  
  
 

 

 

 

 

 
 

13. Use the information in the graphic below to customize the Report Header 
and click ‘OK’ to continue.  
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The Samples Receipt worksheet report will be displayed: 
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Exercise Nine – Section L:  Inputting Sample Weights & Generating a Sample Weight 
Log 

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.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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

3. Change the layout ‘Sample Weight Log Layout’. 

4. RT-Click on a ‘CLP TCL Volatiles’ Analyses record in the grid. 

5. 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 
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Create a "Sample Weight Report": 

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

2. Select ‘Worksheet’. 

3. Select ‘Report Setup’. 

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

5. Click ‘OK’ to continue. 
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The Sample Weight Log will be displayed: 
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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 numbers.   

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: 

 

Create a New Scribe CLP Project: 

1. From the Scribe Menu, click File. 

2. Select New Project. 

3. Click Next. 

 

4. Complete the Project Information. 

Site Name:  Total and Dissolved Metals Project 

Site #:  123 

Region:  2 

CLP Project:  YES 

5. Click Next. 

 

6. Click Finish. 
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Modify Scribe’s default Analysis List: 

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

2. 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’. 

3. Click the ‘Delete’ button. 

4. Click ‘YES’ when prompted to delete. 

5. 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 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. 

 

Configure the CLP/Tag Settings: 

1. Click on File | CLP Options | CLP Tag 
Settings. 

2. Select Region 2 from the EPA Region 
Number dropdown. 

3. Enter B8X01 as the Next CLP Sample 
Number. 

4. Enter 9158 as the Default CLP Case #. 

5. Click OK.     

 

 

 

 

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:  

1. Click on ‘Water Sampling’ under Sampling section in the left navigation pane. 

2. Click the ‘Add a Sample’ button. 

3. Using the graphic below, complete the Sample Details for the first sample at Location MW01.  
Note:  The Scribe Sample # is auto-generated using the site # entered when the project was 
started.  The CLP Sample Number will be assigned later. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4. When the sample details are complete, click the ‘Analysis’ tab and input the analysis information 
for the sample.   

5. 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.   
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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.       

 

 

 

 

 

 

 

 

7. Using the copy feature, ‘copy’ the sample four (4) times and change the locations and sample time 
as depicted in the graphic below. 

 

 

 

 

 

 

 

8. Under the File Menu, click on CLP Options | CLP/Tag Settings.  Note the next starting CLP Sample 
#. 
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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.   

 

1. From the Scribe Menu, click on File.   

2. Select CLP Options | CLP Sample 
Number Generator. 

 

 

 

 

 

 

3. Enter the starting CLP Sample Number from 
above.  (B8X06). 

4. Enter the # of additional Inorganic Samples.  In 
the above exercise, we entered five (5) 
samples so we will need five (5) additional CLP 
Sample Numbers. 

5. Click OK. 
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6. You will be prompted to name and save the file 
with the list of the next available five (5) CLP 
sample #’s.    

 

 

 

 

 

 

  

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: 

1. Under Sample Management, click on ‘Samples’.   

 

 

 

 

 

 

 

 

2. Using the Filter feature, right-click on the 
Dissolved analysis and select Filter for CLP-
DMTL-ICP-MS.  
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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.   

 

 

 

 

 

 

 

 

 

Viewing Total and Dissolved Metals on the 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. 
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3. Select ‘CLP Inorganics’ from the COC Format drop-
down box. 

4. Select ‘A4 Scientific’ from the Lab drop-down box. 

5. Select the Date Shipped. 

6. Enter the CarrierName and Airbill No. 

7. Type the following information in the Special 
Instructions box: “Please return cooler using 
enclosed airbill.  Please provide a Scribe 
compatible Lab Results EDD”. 

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

9. Sort by CLP Sample # and notice that the Total and 
Dissolved analysis have unique CLP #’s for each 
sample.   

 

10. Click the ‘Select’ button and choose 
‘Select All’. 

11. Click the ‘Assign To’ button. 

12. Click ‘Yes’ to confirm that you want 
the selected samples assigned to the 
chain.   

 

 

 

13. Click on’ Print Chain of Custody’.  

14. Select ‘Report Setup’. 

 

 

 

 

 

 



 

 

US EPA Environmental Response Team 

Comprehensive Training Manual for Scribe v3.10 

 

 

ERT Support: 800-999-6990   Page 125 

 

15. Select ‘Lab Copy’. 

16. Click ‘OK’.   

 

 

 

 

 

 

 

 

 

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 
query 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. 

 

1. Close Scribe 

2. Browse to the Scribe Student Files folder 

3. Double-click on the Student Exercise Site.MDB to open it in MS Access 

4. On the ribbon, click on the Create tab, then Query Wizard. 

 

 

 

 

 

 

 

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: 

 

1. On the ribbon in Access, select Query 
Wizard, Simple Query Wizard 

2. Click OK. 
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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.  

 

 

 
 
 

 

 

 

 

 

 

 

4. Use the single arrow button to move the following fields from the Available Fields list to the 
Selected Fields list: 

 

 

a. PropertyInfo.PropertyID 
b. Samples.Samp_No 
c. Analyte 
d. Result 
e. Result_Units 
f. Result_Qualifier 
g. SampleDate 
h. Matrix 

 
 

5. Click Next. 
 

 

 

 

 

6. Choose Detail. 

 

7. Click Next. 
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8. Name the query 
X Properties Arsenic or Lead. 
 
The usefulness of starting the query with an X will 
become apparent a few steps later in the exercise. 
 

9. Choose the option to Modify the query design. 
 

10. Click Finish. 

 

 

 

 

11. The query will open in “design mode”. 

 

 

 

 

 

 

 

 

 

 

 

 

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 

Top half of the screen shows the original query we used to pick 
the fields we want for our query 
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12. In the Analyte column, input Arsenic or 
Lead as a Criteria. 
 
 
 
 

 

13. In the Result column, input >0.5 
for Arsenic and >2 for Lead as 
the Criteria. 
 
 
 

 

14. In the Units column, 
input ug/l as the 
Criteria. 
 
 
 
 

15. Test your query by clicking the “Run” Icon in the toolbar.     
  

16. Your results should be similar to the display below 

 

 

 

 

 

 

 

   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 
changes to the query. 

 

 

 

 

 

19. Close Microsoft Access and Run Scribe.   

 

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.  
 
 
 
 

21. Click the X Properties Arsenic or Lead query under Custom Data Views.  The following results 
should be displayed. 
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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. 

 

 

 

2. Click on the Queries object. 

 

 

 

 

 

 

 

 

 

 

3. Start the Query by selecting the Create tab on 
the ribbon and selecting Query Wizard. 

 

 

 

 

 

4. Select Simple Query Wizard. 

5. Click OK. 
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6. Select the Query we wrote in the previous 
exercise (X Properties Arsenic or Lead). 

  

7. Move all available fields to the selected fields 
list.  Hint – you can do this in one step by clicking 

this button   . 

 

8. Click Next. 

 

 

 

9. Choose Detail. 

10. Click Next. 

 

 

 

 

 

 

 

 

 

 

11. Overwrite the name of the query.  Name this 
query Properties With High Arsenic or Lead. 

12. Click Finish.  

13. Close the Query.  

14. Close Microsoft Access and Run Scribe. 
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Notice that both queries are displayed in Scribe under 
Custom Data Views. 
 

 

 

The query that starts with an X is the original query that contains 
the criteria we used.  The query without an X simply selects all 
the fields from the original query for display purposes. 

 

 

 

 

 

Hide the original query from displaying in Scribe: 

 

1. Click the Custom Data Views heading.  

 

 

 

 

 
 

2. Change the Visible property for the original query (X 

Properties Arsenic or Lead)  to No by clicking in the Visible field 
and selecting N from the drop down box. 
 

 

 

 

 

 

 

 
 

3. Click Close at the bottom of the screen 
 

4. Notice that the original query no longer shows in the Scribe 
interface.   
 
Users will work with the display query. 
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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 

 

 

 
 
 
 

 

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. 
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The “Import Text Wizard” begins.  

 
  

5. Select Delimited and click Next. 
 
 
 
 
 
 
 
 
 
 
 

6. Check First Row Contains Field Names, 
Comma and Text Qualifier ".    Click the 
‘Next’ button to continue. 
 
 
 
 
 
 
 

7. This screen allows for changes to data types 
and indexes.  Click Next to continue. 
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8. Select Let Access add primary key. Click 
Next to continue. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

9. Name the table Manifest and click Finish.  
Note: DO NOT use any special characters 
or spaces when naming the table. 

 

10. Click Finish.  

 

11. When the Wizard is finished, click Close 
 

12. Close MS Access. 

 

13. Open Scribe to the Student Exercise Site. 
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Reveal the Custom Tasks option: 

1. Click on Lists from the top menu bar. 

2. Select Advanced. 

3. Select Task Groups. 
 
 
 
 
 
 
 
 
 

4. Modify the Visible column of Custom Tasks to ‘Y’.  
Click Close. 
 
 
 
 
 
 
 
 
 
 
 
 
The Custom Tasks option will now be available in 
the Navigation Pane.   
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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.   

 

 

Run the Custom Tasks Wizard: 

1. Select the ‘Custom Tasks’ option on the left 
Navigation Pane.  

2. Click Add. 
 
 
 
 
 
 

 

 
 
 

The Scribe Custom Task Wizard is displayed: 
 

3. Select the Manifest table and click the Next 
button to continue. 
 
 
 
 
 
 

 
 

4. Check the Manifest_No field to uniquely 
identify each row in the table.    

5. Click Next. 
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6. Name the Custom Task Manifest Tracking 
and click Finished. 
 
 
 
 

7. Click OK. 

 

 

 

 

The Manifest Tracking table is now available through the Scribe interface:   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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 

 

 

 

 

 

 

 

 

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. 
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5. Scroll to select the Manifest table. 
 

6. Make sure The "Definition Only" 
option is selected under the Import 
Tables section.  If you don’t see the 
‘Definition Only’ option, click on 
‘Options >>’ on the right side of the 
screen. 

 

7. Click OK to continue. 

8. Click Close. 
 
 
 

 

 

 
 

The Manifest table has been added to the Template Manifest Database. 

 

9. Close MS Access. 
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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 

project. 
 
The Import Data Wizard screen will be displayed. 
 

6. Select Manifest Tracking from the Data Category pick 
list. 
 

7. Browse to the Scribe Student Files folder and select 
the Additional Manifest Data.csv as the Import Data 
File. 
 

8. Browse to the Scribe Student Files folder and select 
the Template Manifest.mdb as the Scribe Template 
.mdb to process the data being imported. 
 

9. Click on the Next button. 
 
 
 
 
 

10. Click Next on the Map Data To Import screen. 
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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.   
 

 
 
 
 
 

       Scribe imported 10 new Manifest records 
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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. 

 

 

2. Click on File | Import | Templates | Custom Data 
Views. 

3. Click No to Backup. 

 

 

 

 

 

 

 

4. Browse to the Scribe Student Files and select the 
Student Import Project. 

5. Select the Non-Matching Sample Volumes query. 

6. Click OK.  

 

 

 

 

 

 

 

 

 

 

 

The Custom Data View is now available 
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7. Run the Query.   

 

 

 

 

 

 

 

 

.   
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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. 

2. Browse to your Scribe Student Files folder and open the Scribe Audit Exercise.mdb. 

3. Click on the ‘Create’ tab 

4. Select ‘Query Wizard’. 

5. Then select ‘Simple Query Wizard’. 
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6. Select the Table: Location for the Tables/Queries 
field. 

7. Use the single arrow button to move the following 
fields from the Available Fields list to the Selected 
Fields list: 

 Location 

 Latitute 

 Longitude 

 

8. Click Next. 

 

 

 

9. Choose Detail. 

10. Click Next. 

 

 

 

 

 

 

11. Name the query Location_Lat_Long_Blank. 

 

12. Choose the option to Modify the query design. 

 

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 
“Is Null”.   

 

15. Notice the word ‘or’ below criteria.  Since we want 
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 
would only return records where the latitude AND 
Longitude were both blank.  In the Longitude 
Column, in the “or” row, ‘input “Is Null”.  

 

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. 

18. Close the query by clicking the ‘ 

19. ’ at the top of the query window and Save your Query. 
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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’. 

 

 

 

 

 

4. Select ‘Simple Query Wizard’. 

 

 

 

 

 

 

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: 

 Samp_No  

 Sample Date 

 Matrix 

 Location 

 SampleType 

 Note:  Extra fields are selected to help identify which 
samples need to be corrected.   

 

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’.   

 

 

 

 

 

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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

11. Click View, SQL View.  The criteria for this query needs to be modified to 
search for both null and blank records.    
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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.   

 

 

 

 

Type the WHERE statement here – remember to remove the ‘;’ after Samples 

The WHERE statement should look like this: 

WHERE (((Matrix &"")="")); 
 

 

13. Test your query by clicking the “Run” Icon in the toolbar. 

14. The results should be similar to the display below.     
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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’. 

 

 

 

 

 

2. Select ‘Simple Query Wizard’. 

 

 

 

 

 

 

3. Select the Table: Samples 

4. Use the single arrow button to move the following 
fields from the Available Fields list to the Selected 
Fields list: 

 Samp_No  

 Sample Date 

 Location 

 SampleType 

5. Click Next. 
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6. Name the query 
Samples__SampleType_NotVV. 

 

7. Choose the option to Modify the query 
design. 

 

8. Click ‘Finish.’. 

 

 

 

 

 

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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

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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 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.   

 

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.     
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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.   

 

 

 

   

2. Browse to the Scribe Student Files and open the  
Training Auditor Rules.mdb in MS Access. 

3. The rules (SQL Queries) that were created and 
tested in the Scribe Audit Exercise.mdb will 
need to be imported into the Training Auditor 
Rules.mdb (RuleSet Project).  On the ribbon, 
click on External Data and select Access.   

 

 

 

4. Browse to the Scribe Student Files folder and 
select the Scribe Audit Exercise.mdb and 
select Import tables, queries, forms, etc.  Click 
OK. 

 

 

 

 

 

 

 

 

 

http://www.epaosc.org/scribe
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5. Switch to the Queries tab and select the three (3) queries 
that were written in the previous exercise 
(Location_Lat_Long_Blank; Samples_Matrix_Blank; 
and Samples_SampleType_NotVV).   

6. Click ‘OK’.  

7. 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: 

Example RuleInformation Table 

 

 Query Name – 50 Characters – Each rule (SQL Query) is added using the exact query name in the 
database. 

 Error/Warning Message – 150 Characters – This message identifies the issue found when running 
the rule.  For example, “The following records contain blank information”. 

 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. 

 Rule Set Description – optional.  Describes how the rules were grouped.   
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1. Click on the Tables object. 

 

2. Scroll to the ‘RuleInformation’ table and double-click to open the 
table.   

 

 

3. Four (4) examples exist in the Table. 

 

 

 

4. Add a new record for each of the query rules written in the previous steps.   

 

5. Enter the Query Name.   

NOTE:  The Query Name must be entered exactly the way it is named in the Query.  If it is 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 RuleInformation 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. 

7. Indicate whether or not it should be an Error or Warning (see explanation above).   

8. Enter a RuleSetName.  In this example the RuleSetName indicates that this Rule is checking data  
in the Samples and 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.   

 

mailto:ertsupport@epa.gov

