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Introduction 

The material certification process involves reviewing multiple 

reports and Sample IDs. This packet details the SiteManager reports 

that are needed to ensure that the material sampling and testing 

requirements have been fulfilled. These reports are beneficial to view 

throughout the life of a contract. 

 

For any questions or concerns, please contact your District Testing 

Department.  

 

Where are the reports located? 

All the reports needed for the material certification process can be 

found on SiteManager Reports1. SiteManager Reports uses the same 

username and password that are used in SiteManager. Once logged 

in, look under the “Material Certification” category to see the list of 

each available report (Figure i). Not every report listed will need to 

be used. 

 

Where are the Frequency Manuals located? 

Frequency Manuals can be viewed on the Division of Materials & Tests website2, and are located under 

“Approved Lists” as “Frequency of Sampling and Testing Manual.” They are able to be printed or saved to your 

computer. 

 

 

 

 

 
1 https://sitemanager.in.gov/  
2 https://www.in.gov/indot/2736.htm 

Figure i: The list of available material certification 

reports in SiteManager. 

https://sitemanager.in.gov/SMLogon.aspx
https://www.in.gov/indot/2736.htm
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Summary of Reports Used for Material Certification 

Use the following reports in the order shown during the material certification process and are described in detail 

on the following pages. By utilizing these reports prior to submitting the contract for material certification 

review, or periodically during the life of the contract, the total time needed to complete the process will be 

shortened.  

• Samples with no Product Names ................................................................................................................ 3 

• Failed Contract Samples ............................................................................................................................. 4 

• Samples with no Producer Supplier Code .................................................................................................. 6 

• Material Certification Samples ................................................................................................................... 7 

• Material Approval Number Samples ........................................................................................................ 10 

• Contract Items Not Listed on the Contract Sample Checklist Report ...................................................... 15 

• Contract Estimate Quantity and Final Quantity Discrepancy Report ....................................................... 17 

• Contract Sample Records with Acceptance Method = Test Results Reports ........................................... 19 

• Contract Sample Checklist ........................................................................................................................ 21 

• Contract Sample Checklist for Testing Shortages .................................................................................... 23 

• Material Certification Summary ............................................................................................................... 26 

Instructions for Finding D#s in SiteManager ................................................................................................... 28 

Instructions on Reporting Failed Material Adjudications in SiteManager .................................................. 32 

Instructions for Resetting P/S Manufacturer and/or Product Names in SiteManager ................................ 35 
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Samples with no Product Names 

The “Approved Material Samples with no Product Names” report provides a list of Sample IDs where a product 

name was not chosen in the Product Name field on the Basic Sample Data tab in Site Manager. Generally, if a 

material is on an INDOT Approved List, and the list shows the material has a brand name, then a product name 

is required when completing a Sample ID. If the report is blank, no action is needed (Figure ii). If Sample IDs 

are listed, please add the product name of the material used to the Sample IDs in SiteManager (Figure iii). If the 

list of product names does not show the name of the product used then please first see the Instructions for 

Resetting P/S Manufacturer and/or Product Names in SiteManager. If the needed product name still does 

not show up on the list then contract your District Testing Department for assistance. 

 

 

Figure ii: This version of the report is complete since it lists no samples. 

 

Figure iii: Three samples will need product names chosen in SiteManager for this report to be complete. 
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Failed Contract Samples 

The “Failed Contract Samples” report lists any Sample IDs with the Basic Sample Data tab Status field of the 

sample marked as “Failed.” Failed materials incorporated into the scope of the contract are required to have two 

Sample IDs: one reporting the failure (Figure iv, “Sample ID”), and a second reporting the resolution (e.g. 

Failed Material Adjudications) (Figure iv, “Linked Sample ID”). The report is complete once there is a Linked 

Sample ID listed for each failed Sample ID (Figure iv), or if there are no failed samples and the report is blank 

(Figure vi). To report a material resolution, please see the Instructions on Reporting Failed Material 

Adjudications in SiteManager. 

 

 

Figure iv: There is one failed sample with a Linked Sample ID. This report is complete. 

.  

 

Figure v: A Linked Sample ID is needed for each of the listed samples. 
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Figure vi: There are no failed samples, so the report is blank. If the contract did not have any failed samples then this report is 

complete. 
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Samples with no Producer Supplier Code 

The “Samples with no Producer Supplier Code” report provides a list of Sample IDs where a P/S Manufaturer 

was not selected on the Basic Sample Data tab. If the report is blank, no action is needed (Figure vii). If Sample 

IDs are listed, please select the P/S Manufacturer for each sample in SiteManager. If the list of P/S 

Manufacturers does not show the needed P/S Manufacturer then please see the Instructions for Resetting P/S 

Manufacturer and/or Product Names in SiteManager. If the needed P/S Manufacturer is still not an option 

to select then contract your District Testing Department for assistance.  

 

The report also gives information on the Status of each Sample ID. If Sample IDs are “Pending,” then check if 

the Status on the Basic Sample Data tab is revised to “Complete” (Figure viii).  

 

 

Figure vii: This version of the report is complete since it lists no samples. 

 

 

Figure viii: One sample will need the P/S Manufacturer chosen in SiteManager for this report to be complete. Also, the Sample ID’s 

Status of “Pending” needs to be changed to “Complete.” 
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Material Certification Samples 

The “Material Certification Samples” report is used to summarize Sample IDs recording a certification as part 

of the acceptance of the material. The report will identify all Sample IDs associated to a contract reporting 

SM9003 (Certification) and SM1004 (Buy America) test methods on the Tests tab, and whether or not a file has 

been attached to the Sample ID. The appropriate Acceptance Method for all Sample IDs on this report should 

correspond with the Acceptance Method listed on the Contract Sample Checklist (Figure x). Commonly, the 

Acceptance Method found on this report will be “Certification” or “Multi-Method.” The type of certification 

required for each material (i.e. Type A, B, C, D, Other, Mill, Buy America) is listed in the Frequency Manual, 

the Contract Information Book’s Special Provisions, or Standard Specifications. If the type of certification 

shown on the report needs to be changed, then please go into the SM9003 template of the Sample ID and select 

the correct type from the drop down box. Sample IDs without the type selected will have “Blank Template” 

listed under the “Certification Type” column (Figure xi).  

 

Type A Certifications are required to be attached to the Sample ID in SiteManager per Page iii, Section G of the 

Frequency Manual. Buy America Certifications are also required to be attached to the Sample ID in 

SiteManager per Construction Memorandum 20-03. The remaining types of certifications are not attached to the 

sample in SiteManager, unless directed by the District. Hard copies of these certifications should be included in 

a certification folder of the Final Construction Record.  
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Figure ix: A complete version of the Material Certification Samples report. The samples have the correct type of certification selected, 

and the Type A and Buy America certifications are attached. 

 
 

 

Figure x: The Acceptance Method for the last Sample ID will need to be changed from "Approval Number" to either "Certification" or 

“Multi-Method” to match the Contract Sample Checklist. 
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Figure xi: For this report, the type of certification (Type D) will need to be chosen on the SM9003 template for the Sample IDs 

showing a "Blank Template". 
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Material Approval Number Samples 

The “Material Approval Number Sample” report is used to summarize Sample IDs requiring an approval 

number as part of the acceptance of the material. The report will identify Sample IDs associated to a contract 

reporting SM7005 (Project Acceptance of Precast/Prestress Members), SM9004 (Approval Number), SM9019 

(Metal/Steel Pipe Acceptance), and IT211 (C.A.P.P.) on the Test tab. The appropriate Acceptance Method for 

all Sample IDs on this report should correspond with the Acceptance Method listed on the Contract Sample 

Checklist (Figure xii). Commonly, the Acceptance Method found on this report will be “Approval Number” or 

“Multi-Method.” The type of approval number required for each material is defined in the Frequency Manual, 

the Contract Information Book’s Special Provisions, or Standard Specifications. Approval Numbers typically 

start with a letter-prefix (CF, D, J, M, Q, W, etc.); however, source codes will not have a letter-prefix (e.g. 

Certified Precast Concrete Producer). If Sample IDs listed do not have an approval number reported or have an 

incorrect number repored (Figures xiii, far right column), please add or revise the number in the test template of 

the Sample ID. Sample IDs that do not contain a required approval number will have “BLANK” listed (Figure 

xiv). If Sample IDs listed have the appropriate approval number, no action is needed (Figure xv).  

 

For non-C.A.P.P. materials that are permitted by the Standard Specifications (e.g. 211.02), the IT211 test 

method shall report the Certified Technician in lieu of the Q and D numbers. 
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Figure xii: The Acceptance Method for sample R202416700000 will need to be changed from "Other" to either "Approval Number" or 

“Multi-Method” as needed to match the Contract Sample Checklist. The approval number for sample R202402577000 will need to be 

changed from “ACPA” to the source code of the precast concrete material source. 
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Figure xiii: The approval numbers for samples R202402541000 “Box, Precast RC, 4-Sided”and R202402556000 “Markers – Right of 

Way Precast Concrete” will need to be changed to reflect the source code of the precast concrete material supplier. All other 

approval numbers are correct. 
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Figure xiv: For this report, the Q and D numbers of the material (or the Certified Technician if applicable) will need to be reported in 

the IT211 template on the Test tab. 
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Figure xv: This report is completed since the correct approval numbers are listed for each Sample ID. 

 

 

 

 

 

 

 

 

 



 

 

15 

 

Contract Items Not Listed on the Contract Sample Checklist Report 

This report summarizes PLNs that are not listed on the Contract Sample Checklist Report. The Contract Sample 

Checklist is to summarize all materials that have acceptance requirements. The intent of the report is to identify 

items with common material acceptance requirements (based on the SiteManager’s current global list of items), 

and identify items with conditional material acceptance requirements not necessarily reflected on the current 

global list in SiteManager. Unlike most other reports, this report will never be blank. Review the report to 

identify items where materials with acceptance requirements were used on the project, but were omitted from 

the Contract Sample Checklist. A “Y” is returned for items which typically have materials with acceptance 

requirements.  

 

Instruction for the Project Engineer/Supervisor 

Identify any items returning a “Y” or added by change order. Review is required to determine if material 

acceptance requirements need to be added to the Contract Sample Checklist. 

 

 
Figure xvi: Four items have returned “Y”, indicating a possible material acceptance shortage; however acceptance is not necessary 

for unused materials. Corrective action is not required because the quantity reported for the four items are each “0.0”. 

 

 
Figure xvii: One item returned “Y”, indicating a possible material acceptance shortage. Depending on the type of Type 2 Temporary 

Traffic Barrier used, either an external document or an approval number is needed to accept the material. 
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Figure xviii: Change Order 016 added an item which may require material acceptance depending on the material used for filling the 

void left after casting removal. This is an example of a conditional material which the global list cannot identify. 

 

 
Figure xix: 500 CYS of Borrow was used. If the Borrow was used for embankment, then the Frequency Manual requires acceptance 

by moisture and density control testing. 
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Contract Estimate Quantity and Final Quantity Discrepancy Report 

This report compares the IC 642’s PLN Final Qty Amount to the Contract Sample Checklist’s PLN Estimate 

Qty Amount, calculates a difference in the two quantities, and identifies if the difference in quantities may 

affect testing requirements. The “IC-642 PLN Final Qty Amount” reflects the quantity reported via authorized 

Daily Work Reports, while the Contract Sample Checklist’s PLN “Estimate Qty Amount” reflects the quantity 

paid to the contractor via progress estimates. Only PLN’s with a “Difference” between the two quantity 

amounts will appear on the report as a row. A row will return the projected testing shortage and the specific test 

method that will be shorted upon generation of the next estimate. A contract without any differences between 

quantities will be blank (Figure xxi-A). If a row is returned then correction is required. Possible corrective 

actions are: 

1. Correction of the reported quantity on the Daily Work Report.  

2. Creation or modification of a Sample ID in Site Manager to satisfy the Projected Testing Shortage. 

 

 
 
Figure xx: For PLN 0055, “CURB RAMP, CONCRETE, G” projects a testing shortage of two T152-v1 (air) tests.  Possible corrective 

actions are: 

1. Processing of a negative estimate to reduce the reported quantity on the Daily Work Report. 

2. Create or modify a Sample ID(s) to report additional T152 tests. 
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If the report is generated after the Final Estimate is generated or when all reported quantities have been paid to 

the contractor through Progress Estimates, then this report will be blank (Figure xxi-B). A blank report requires 

no action. 

 

 
 
Figure xxi: A: All IC-642’s PLN Final Qty’s match Contract Sample Checklist’s Estimate Qty’s. No action is required. B: The report 

was generated after the Final Estimate was generated. 
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Contract Sample Records with Acceptance Method = Test Results Reports 

The “Contract Sample Records with Acceptance Method = Test Results” report summarizes all Sample IDs on a 

contract with the Acceptance Method of “Test Results” selected (Figure xxii). These Sample IDs represent 

testing of materials where detailed data entry is necessary to report acceptable results. The intent of the report is 

to facilitate a strategic, in-depth review of Sample IDs to confirm accuracy and completeness of reported 

results, including quantities, test methods, and valid sample authorization. The Project Engineer/Supervisor will 

utilize the report differently from the DTE. 

 

Instruction for the District Testing Engineer 

District Testing uses this report to review Sample IDs in accordance with Directive 109. Reviewed Sample IDs 

are to be marked as reviewed & compliant, reviewed & noncompliant, or unreviewed. Sample IDs requiring 

corrective action or additional review by the PE/S are communicated to the PE/S. Note: Uncommon 

Authorizors may indicate noncompliant Sample IDs. 

 

Instruction for the Project Engineer/Supervisor 

The report provides an overview of material testing on the project. HT’s continually create Sample IDs which 

report test results throughout the project. The PE/S uses this report to verify that the represented quantity is 

correctly allocated to each PLN and is supported by the correct type and number of test methods. Note: When 

multiple PLNs are assigned to a Sample ID, the Contract Sample Checklist may artificially inflate the number 

of satisfied tests returned. 
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Figure xxii 
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Contract Sample Checklist 

The Contract Sample Checklist is used to summarize the proper acceptance of materials as instructed by the 

Frequency Manual, the Contract Information Book’s Special Provisions, or the Standard Specifications. Any 

materials requiring acceptance sampling and/or testing should be summarized on this checklist. Upon 

generation of a contract in SiteManager, the Contract Sample Checklist will list all items incoporating materials 

that require the documentation of test methods for acceptance. The initially generated Contract Sample 

Checklist should not be misconstrued as a to-do list. Early review of the checklist’s material codes, test 

templates (methods), and frequencies of sampling and testing is encouraged. If you recognize an incorrect item, 

material code, test template, or frequency on the checklist, please contact your District Testing Department to 

have the Contract Sample Checklist changed.  

 

There are various sections to review on the Contract Sample Checklist: Check Conversion Factors, make sure 

that all materials with acceptance requirements are listed, ensure the proper test methods are shown, check that 

the frequency is calculating the correct Current Req’d tests, and verify that Sample IDs are registering as 

“Satisfied” tests. All corrections to the checklist, except for the Estimate Qty and Satisfied tests need to be made 

by the District Testing Department; however, corrections to Sample IDs need to be made by Construction 

personnel.  
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Conversion Factors 

The Material Conversion Factor converts the Estimate Quantity’s unit of measurement into the Estimate 

Material Quantity’s unit of measurement. Estimate Material Quantities are later used to determine the number 

of Current Required tests.  

 

To check for conversion factors that have a value of zero, press Ctrl + F and search for “0.00000.” If there are 

no search results found, no action is needed. If there are conversion factors that need to be changed, contact 

your Testing Material Records Administrator (Figure xxiii). 

 

 

Figure xxiii: The Material conversion Factor for this material will need to be changed from 0.00 to 1.00 to convert the Estimate 

Quantity into the Estimate Material Quantity. 
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Contract Sample Checklist for Testing Shortages 

The “Contract Sample Checklist for Testing Shortages” report provides a list of test methods that have not been 

satisfied. This report is to be used after confirming all conversion factors are accurate on the Contract Sample 

Checklist. If shortages are shown, then create a Sample ID, revise an existing Sample ID, or revise the Contract 

Sample Checklist to correct the shortages. (Figures xviii and xix). If the report is blank, no action is needed 

(Figure xxiv). 

 

If a material has a conversion factor of 0.00, then its unsatisfied acceptance methods will not be listed on this 

report. Resolve conversion factor issues prior to utilizing this report. Contact your District Testing Department 

to update Material Conversion Factors. 

 

 

Figure xxiv: This version of the report is complete since no acceptance methods are listed. 
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Figure xxv: Additional certifications are needed to satisfy the acceptance methods listed.  
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Figure xxvi: The acceptance methods listed will need to be satisfied for this report to be complete. 
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Material Certification Summary 

The “Material Certification Summary” report lists every Sample ID created for that project and some of the 

information included under the Basic Sample Data tab in SiteManager. To check for samples that have not been 

authorized, press Ctrl + F and search for “00/00/0000”. If there are no search results found, no action is needed 

(Figure xxvii). If Sample ID’s are found, please go into each for review and authorization (Figure xxviii). This 

report can also serve to recognize Sample IDs still in “Pending” status. 

 

 

Figure xxvii: The search results will show "0/0" when all samples have been authorized. 
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Figure xxviii: Two samples will need to be reviewed and authorized for this report to be complete. The other two samples on this page 

have been authorized and are correct. 
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Instructions for Finding D#s in SiteManager 
The D numbers for aggregate materials can be found in SiteManager by following the steps below. 

1. On the “Main Panel” tab, double click “Materials Management”. 

 

 
 

2. Double click “Approved Lists”. 

 

 
 

3. Double click “Producer/Supplier Materials”. 

 

 
 

4. Single click “Producer/Supplier Code” (highlighted) to list the numbers in order. 
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5. Scroll through the list to find the source of the aggregate. The Q Number is listed on the aggregate 

ticket. Double click on that source. 

 

6. A window appears that shows a list of all the material codes that the source is approved to sell. This can 

be a long list for some sources so scroll to find the needed material code and double click it. 
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7. Single click the  symbol at the top of the page to view the remarks. 
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8. The D Number will be located along with the size (and ledge combination) of the material. 
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Instructions on Reporting Failed Material Adjudications in SiteManager 

Run the Failed Contract Samples report for the designated contract. Obtain a list of failed contract Sample IDs. 

All Failed Contract Sample IDs are required to be resolved prior to material certification. A resolved Sample ID 

will have an authorized Sample ID with a status of “Complete” linked to the Sample ID with a status of 

“Failed,” as indicated on the Failed Contract Samples report. Once a resolution is received concerning a failed 

material, documenting a resolved Failed Contract Sample Record is done as follows:  

1. Copy the failed Sample ID to a new Sample Record.  

             

2. Assign the copy a new Sample ID.  

3. Mark the Status of the new Sample ID as “Complete.”  

4. Confirm the Sample Date is the same as the Sample Date of the original Sample ID. 

5. Confirm the Log Date is the date the new Sample ID is created. 

6. Report the failed Sample ID in the “Link To” field of the new Sample ID. 

7. Confirm the Represented Qty is correct.  
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8. Scan-in and attach the Resolution Letter to the new Sample ID.  

             

9. Confirm the pay item is assigned and correct quantity is reported on the Contract tab.  

             

10. On the Tests tab, for all test methods assigned, report the “Assigned”, “Physical Completion” and 

“Review” dates as the date shown on the Resolution Letter. Note, the test templates themselves should 

remain blank.  
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11. Use the Remarks to note the attached Resolution Letter. 

12. Authorize, then Save the new Sample ID.  
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Instructions on Resetting P/S Manufacturer and/or Product Names in SiteManager 

Follow the steps listed below to reset the drop-down lists for the Producer/Supplier-Manufacturer (P/S-Mnfct) 

and Product Name (Prod Nm) on the Basic Sample Data tab of a Sample Record in SiteManager (SM), which 

may be filtered based on a previous selection.   

1. Important: Take note of all of the information currently being reported on the Basic Sample Data tab 

and on the test templates being reported under the Tests tab.  Upon resetting the drop-down lists, this 

information will be completely erased and will need to be re-entered.   

2. Unauthorize the Sample ID if it is already authorized. 

3. Delete all test templates from the Tests tab, as shown in Figure xxix. 

 

Figure xxix 
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4. Delete the material code from the Material field on the Basic Sample Data tab by left clicking on the 

Material field, pressing delete on the keyboard, and then pressing the tab or Enter key on the keyboard. 

This action will also erase INDOT Sampler/Witness, P/S-Mnfct, Prod Nm, Represented Qty, and Unit 

from the Basic Sample Data tab, as shown in Figure xxx.  

             

Figure xxx 

5. Re-enter the material code, re-populate all fields on the Basic Sample Data tab, being careful to select 

the correct P/S-Mnfct and Prod Nm, and then Save, as shown in Figure xxxi.   

 

Figure xxxi 
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6. Re-enter the tests removed in Step 3. 

             

Figure xxxii 

7. Complete the test template(s), as shown in Figure xxxiii. 

 

Figure xxxiii 

8. Save test template changes, and the complete and authorize sample as needed.    
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