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ASPEN Procedures for Selecting the  
Proper Location and Location Code 

It is important to list the proper location and mark the location code correctly because it 
saves numerous hours of time. If all the inspections are tagged correctly our office team has 
the correct data at the push of a button. If the inspections are tagged wrong then it can take 
hours of time for staff to go through each inspection to collect the correct data. 
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As “One ODOT” let’s all do our part to ensure our work is accurate. Thank you! 
If you have questions please email Abe Dunivin or call 541-207-2847. 

  

mailto:Leonard.A.DUNIVIN@odot.oregon.gov
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Destination Bus Inspection Instructions 
If you are doing a bus inspection the location code should always end with 88. 

1. From the Fixed Tab, choose the county terminal location where you are conducting 
the inspection. 

 

2. The Location Description is in grey letters, and won’t allow you to make changes. 

3. Click on the Roadside Tab. This will change the location information to black letters 
and allows you to make changes. 

4. Click back to the Fixed Tab and make the changes. This is IMPORTANT because the 
computer needs to capture the location under the FIXED site.  
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5. Change the Location Description to indicate where you are conducting the Inspection 
and list DESTINATION in in the Highway column (example below). Change the last two 
numbers of the Location from 99 to 88. The code 88 determines that the inspection is a 
DESTINATION Inspection. 

  

148814148

DDESTINAT
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Non-Fixed Inspection or Level 5 Inspection Instructions 
If you are doing a Non-Fixed Location Inspection like a level 5 or in a parking lot or alongside 
of the road, the location code should always end with 99. 

1. Select the county you are in and double click it, making it your location description. 

 

2. Select Roadside then fill in the highway or street you are on. 

3. Be sure before you click back to Fixed that the last two numbers for location code is 99. 
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4. Below is what the screen should look like for a Non-Fixed location after selecting the 
location. 

 

5. One last thing. Unless you are law enforcement the location code should never end with 
a 77. 

Law Enforcement Inspections 
Only Law Enforcement inspections should show the last two numbers in the  
location code as 77. 

Fixed Location Inspection 
If you are at a fixed location it should properly flag everything once selected.  
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Traffic Enforcement Box 
Safety and Weight Enforcement inspectors should never select the 
 Traffic Enforcement Box on the start page. 

 

There are several violations in ASPEN, if picked, will pop up this box and ask if you want to 
check the traffic enforcement box. Always select no and ensure prior to uploading it did not get 
checked. In the example below, failure to use and/or carry chains violation was selected and a 
box popped up to confirm this is traffic enforcement. Be sure to click no and confirm it didn’t 
get checked prior to upload. 
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