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CONSTRUCTION MEMORANDUM
13-03
(REVISED)
TO: District Deputy Commissioners

District Construction Directors

District Technical Services Directors
- District Testing Engineers

District Area Engineers

District LPA Coordinators

Field Engineers

Project Engineers/Supervisors

Office of Materials Management
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N Y 1
FROM: Mark A. Miller, Director

Division of Construction Management and District Support
SUBJECT: SiteManager Daily Work Report Requirements

The purpose of this memorandum is to ensure consistent information is being maintained about Construction
operations statewide, by addressing information that needs to be maintained on Daily Work Reports and in the
Diary in the SiteManager system.

It is important to note that all Construction Inspectors (HTs and SWF) must complete a Daily Work Report for
each day of work that they are present. Project Engineers/Supervisor must complete a Diary for each day of work
and do not need to complete a Daily Work Report unless one of the following exceptions applies:
e The PE/S is the only employee working on the jobsite for the day. In this case, he or she should create a
Daily Work Report and a Diary entry.
e The PE/S needs to make a payment or adjustment on a pay item. In this case, he or she should also create
a Daily Work Report.
e There are multiple PE/S on the jobsite. In this case, one PE/S should be responsible for the Diary and all
others should complete a Daily Work Report. '

The following items must be documented on all Daily Work Reports:
e Basic DWR Info Tab: All pertinent information regarding the project for the day.
e Contractors Tab: All Supervisors, Foremen, and Personnel present for each Contractor and Subcontractor.
e Contractor Equip Tab: All Equipment that was present and/or used by each Contractor and Subcontractor.
If Equipment is present but not used, it is still necessary to document the equipment.
e  Work Items Tab: All pay items being installed or charged, if no items need to be entered, this tab may be
left blank.

The following items must be documented each day by the Project Engineer/ Supervisor on the Diary:
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DWR Work Operations

PE/S Controlling Operation

PE/S Frac Day Workable (#/8)

PE/S High Temp

PE/S Low Temp

e PE/S Weather .
e All Other Applicable Remarks Categories.

Please see the attached DWR and Diary Memo Supplement for detailed information on how to complete each
portion of the Daily Work Report and Diary.

Questions regarding this documentation should be directed to the Division of Construction Management or the -
Technical Services Division.

ATTACHMENT: DWR and Diary Memo Supplement

MAM/mem
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SiteManager Training Manual
Daily Work Reports DWR and Diary Memorandum Supplement

DAILY WORK REPORTS

The field personnel create daily records of construction activity in Daily Work Reports.
SiteManager lets the field personnel create Daily Work Reports on the workstation in the field
by utilizing the Citrix Web Interface. Typically, for each Contract, each Inspector submits one
Daily Work Report per day to the Project Engineer/Supervisor. Only the user who creates the
Daily Work Report may modify it.

The Daily Work Report Select panel lets the user open a Daily Work Report. The panel lists all of
the Daily Work Reports that have been created for the selected Contract and the selected User
ID. The user can open any Daily Work Report on the Contracts he or she has been assigned to,
but the user cannot modify a report the user did not create. The Daily Work Report opens as
Read Only if the system finds one of the following:

The Daily Work Report has been authorized.

The Daily Work Report was created by another user.
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The Daily Work Reports window has the following folder tabs:

Daily Work Reports

DWR Info. Contractors " Contractor Equip. X Daily Staff ok, ltems X Force Accounts
Contract ID: |IR-31358 Inspector:  |McGill, Meghan
DWR Date: | 00/00/00
DWR Info

The DWR Info folder tab lets the user create a new Daily Work Report and collect information
about the day for which the report was created.

Contractors

The Contractors folder tab lets the user enter daily data about the Prime and Sub Contractor(s),
supervisor(s), and variable labor (by personnel type).

Contractors Equip

The Contractor Equip folder tab lets the user document the daily presence and use of
equipment on the job site for a selected Contractor.

Daily Staff

This tab is NOT used by INDOT.

Work Items

The Work Items folder tab lets the user view and add daily usage data for installed Work Items.

Force Accounts

This tab is NOT used by INDOT
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Entering DWR Information

Daily Work Reports
DWR Info. Contractors ™ Contractar Equip. Y D aily Staff Y Wiork lkems T Force Accounts
Contract ID IIH-31 358 Ingpector IMcGiII, teghan
DwWH Date:l 00,/00/00
Locked: ﬁo
Authorized: ﬁo
Authorized D ate: IDDHDDJDD
No Work Items Installed: [ Work Suspended: [
Mo Contractors On Site: | Suspended Time: I 0o:00 ﬁ:
Mo Daily Staff On Site: [v INDOT Resumed Time: I 0000 ﬁ
The DWR Info Folder Tab
Figure 1-1

The DWR Info folder tab lets the user create a new Daily Work Report and collect information
about the day for which the DWR was created. For example, the user enters information in
General Remarks, DWR Work Operations, and Accident. Make sure to check with your
immediate supervisor to see if he or she has a specified are they like to see everyday entries.
The name of the author of this report is displayed in the Inspector field. The date covered by
this report is displayed in the DWR Date field. The Locked and Authorized fields indicate the
state of the Daily Work Report. INDOT Daily Work Reports will always show “No” in the Locked
field because INDOT does not use this feature. An authorized Daily Work Report has been
approved for payment. If the Authorized field displays Yes, the user can not modify the Daily
Work Report.

This folder tab has three check boxes — No Contractors On Site, No Daily Staff On Site, and No
Work Items Installed — that indicate there is no data for the subject. These boxes are checked
by default. When the user enters data for the subject on another folder tab, the corresponding
check box is cleared automatically. No Daily Staff On Site will always be checked because
INDOT does not use this folder tab.

General remarks are also recorded on this folder tab. To record a remark, the user must first
select a remark type. If a remark has already been entered for the selected type, as indicated
by a check mark next to the type, the remark appears in the Remarks field. A remark does not
have a size limit, and can be pasted to and from a word processor.

A Spell Check button is available in the Remarks area.

Note: Microsoft Office must be installed for the spell check feature to be functional
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The standard attachment functionality is also available on this tab. If an attachment is
associated with the current record, the Attachment icon will display with a paperclip fi

Otherwise, the Attachment icon will display without a paperclip [ . To learn how to attach a
document, please reference Chapter 5.

& AASHTO SiteManager

File Edit Services Window Help

ENLEINEEE =S
E Daily Work Reports
DWH Info. Contractors " Cortractar Equip. [raily Staff i Wwiork ltems Y Force Accounts 1
Contract 1D: |IH-31 358 Inzpector: |McGiII, Meghan
DWR Dale:l 1017412
Locked: ﬁo
Authorized: ﬁo
Authorized Date: |DD£DD£DD
No Work Items Installed: [v Work Suspended: [
Mo Contractors On Site: [V Suspended Time: 0c:00 =
No Daily Staff On Site: [+ INDOT Resumed Time: 0000 __;.II
Remarks:
Accident [ =
District Staff Review

The DWR Info Folder Tab with Attachment
Figure 1-2
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To modify the Basic DWR Info folder tab:

1. Onthe Menu, click on the Services option.

¥= AASHTO SiteManager Click Here

File Edit Services

Window  Help

2. Select Choose Keys.

I 44SHTO SiteManager Click Here _
File Edit | Services Window Help

JJ = % Choose Keys Crl+al+K i

: Etonlracl ID
gl -

i
_[_,;"' Contract D

* Find : |31 354
i Contract ID

Contract 1D Vendor Description Fed State Proj Nbr  Status County Lvl2 Lvi3 Lvl4 ;I

Wil SH CONSTRUCTION CO/E &E 4, 0B00ACTY E
CRI CONSTRUCTION INC 0901414; 0901415; 100EACTY  HOWARD 630 -
E & B PAvING INC 4301350 ACTY  DELSWSRE 630 ar
BEATY COMSTRUCTION INC 0400116, 1000013, 100CACTY  HAMILTON 630 ar
SUMESIS COMSTRUCTION COMPANY 1000047 ACTY MARION 630 &1
RIETH RILEY COMSTRUCTION 1005636, 1005634 ACTY  MARION 630 ot
| o

0K | Cancell

4. Select the date that the work was performed on the calendar.

Select Date
February 2013
S M TWTF &

[z
345 8 7 8 4
1011 12 13 14 15 16
17 1 19 20 21 22 23
24 I5 26 27 I8

<3
oK | LCancel |
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DWR and Diary Memorandum Supplement

Daily Work Reports

5. To enter a remark, scroll to and click the desired remark type in the box on the left-hand
side of the screen. Type the remark in the Remarks field. Make sure to enter the correct
information in General Remarks, DWR Operations, Visitor, and Accidents fields.

Remarks:

Accident ot
District Staff Review

DWR Work Operations

EED Issues

General Remarks
Media/Press

Personnel Remarks

PE/S Claim

PE /S Controlling Dperation
PE /S Frac Day Workable [#/1
PE/S High Temp

PE/S Low Temp

PE#5 Traffic Control Device [

PE/S Weather ;I

6. Click the Save [& button.

~| Spel Check |

Version 1
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Entering Contractor Activity

The Contractors folder tab in Daily Work Reports lets the user enter daily data on the
Contractor, supervisor(s), and variable labor (by personnel type). The user will select the
Contractor from a drop-down list of Contractors and Subcontractors who are authorized to
work on the Contract. The Prime Contractor is always at the top of the drop-down list.

NOTE: The user must select a Contractor before recording installed work items.

After the user selects a Contractor, the user must select Supervisors and Personnel Types
associated with the selected Contractor from the drop-down lists in these fields. If a record
(contractor, supervisor, equipment, etc.) does not appear on a drop-down list that is needed,
notify your immediate supervisor so he or she can add the item or check on subcontractor
approval.

E Daily Work Reports

DR Info. 1 Contractors " Contractor E quip. [raily Staff i ok Items Force Accounts
Contract 1D: IIF|-3‘I 358 Ingpector: IMcGiII, Meghan Date: |DS.-"24.-"12
|Conllaclol | Mbr of Nbr of ’ INDOT
Supervisors Workers

Supervizor/Foreman Mame: Enter Supervizor/Foreman information before editing Contractor panel - | INDOT
Mbi of Supervisors field.

Personnel Type: Enter Personnel information before editing Contractor panel - Mbr of INDOT
Mbi of Workers field. Persons

The Contractor Folder Tab
Figure 1-3

Contractor Section: Contains information pertaining to the identities of the contractor and
subcontractors operating on site the date of the Daily Work Report.

Supervisor Section: Contains information pertaining to the contractor’s and subcontractor’s
supervisor types on site the date of the Daily Work Report.

Personnel Type Section: Contains information pertaining to the number and classification of

non-supervisory personnel working for the contractor and subcontractors on the Daily Work Report
date.
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The Prime Contractor and Subcontractors

The Contractor drop-down list will contain the Prime Contractor and any qualified
Subcontractors. Subcontractors are qualified for specific work items.

To modify Contractor activity:

1. Click the Contractors folder tab.

[Zlailyr Work Reports
DWR Info. Contractors " CoplaciocEque CI ick H ere i whork [tems “ Fome Accounts
-«
Contract 1D: IIH-31 358 Inspector: IM cGill, Meghan
DwhR Dale:l oo/o0./00

2. Click the Contractor box. Click the New [ button. An empty row is added to the box.

AASHTO SiteManager

File Edit Services Window Help

mEr2 D 9yHDEE) Click Here

Daily Work Reports

DWwR Info. 1 Contractogs

Cantractar Equip. D aily Staff i Wwiark [kems

Contract ID: IIF|-31358 Inzpector: |McGiII,Meghan Date: |DS£24£12

|Eontlactol / | Nbr of Nbr of ’ INDOT

/ Supervisors Workers

Force Accounts

3. In the Contractor drop-down list, click the expand arrow and click the desired Contractor
or Subcontractor. Do not fill in the Nbr of Supervisors and Nbr of Workers fields; they
will be filled automatically.

Daily Work Reports
[ Info. 1 Contractors Contractor Equip. I Leave Blank |s Force Accounts
Contract 1D: IIH-31358 Inspector: |McGiII,Meghan Date: |UB.:’24.-’12
Contractor Nbr of Nbr of
Supervisors Workers

H9-9886209  WALSH COMSTRUCTION COE & B PAYI
351156088 STORE & RHODES TRUCKING
35-1990136  EARTH IMAGES INC CLOTU L)

\

35-1813004 EARTH EXPLORATION IMNC ~

35-1389596 CARDIMAL [MDIARA, IMC Select Appropriate

35-1815287  DENMEY EXCANVATING INC DoT
« | Contractor/Subcontractor

4. Click the Save [ button.

5. Repeat these steps for each Contractor or Subcontractor.
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The Contractor Supervisor

The supervisor drop-down list will contain supervisor types.

To add a supervisor to a Daily Work Report:

1.

If there is more than one Contractor listed, click the Contractor who employs the
supervisor.

2. Click the Supervisor box. Click the New [ button. An empty row is added to the box.

AASHTO SiteManager

File Edit Services ‘Window Help

BREE DS JEDE T

Daily Work Reports
%R Info. i Contractors Contractor E quip. Draily Staff Wtk [tems Force Accounts
Contract 1D: IIF!-31358 Inspector: |McGiII,Meghan Date: |DB.-’24.:’12
Contractor MNbr of Nbr of
Supervizors Workers
PALSH COMSTRUCTION CO/E & B PAYI

Click in “Supervisor/Foreman

14
Name” Box
@Jewismﬁmeman Mame: Eyhﬂupewism!Fuleman information before edﬁng Contractor panel - NDOT
Mbr of Supervigors field.

3.

In the Supervisor drop-down list, click the expand arrow and click the desired
supervisor.

Supervisor/Foreman Name: Enter SupervisorfForeman information before editing Contractor panel -
Mbr of Supervisors field.

INDOT
Fridge Forman
}E mbankment Foreman
Foreman | ==
Eﬁrade Foreman
HL Paving Foreman

INDOT

4. Click the Save & button.

Repeat these steps for each Supervisor from each Contractor or Subcontractor.
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The Contractor Personnel

The personnel drop-down list will contain personnel types added to the Contract
Master List.

To add a personnel type to a Daily Work Report:

1. If there is more than one Contractor listed, click the Contractor who employs the
worker.

2. Click the Personnel Type box and click the New [ button. An empty row is added to the
box.

AASHTO SiteManager

File Edit Services ‘Window Help

EN RN EIEELE

E Daily Work Reports
DR Infa. 1 Contractors " Contractor Equip. [ aily Staff | ‘wark ltems Y Farce Accounts
Contract 1D: IIF|-31 3h8 Inspector: |Mc:GiII, Meghan Date: |DS.-"24.-"12
Contractor Mbr of MNbr of INDOT
Supervisors Workers

CONSTRUCTION CO/E &

Supervizsor/Foreman Hame: Enter Supervisor/Foreman information before editing Contractor panel - | INDOT
br of Supervisors field.

g [ |
Click in “Personnel Type” Box |
Pelsynlel Perzonnel information before editing Contractor panel - | Mbr of INDDT
Mbr of Worksfs field. Persons

3. Inthe Personnel Type drop-down list, click the expand arrow and click the desired
personnel type.
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4. In the Nbr of Persons field, type the number of workers of this Personnel Type who
worked on this date.

Personnel Type: Enter Perzonnel information before editing Contractor panel - Hbr of INDOT

Mbr of Workers field. r30Ns

Labarer |
%eamsterﬂluck driver -

Trainee

atcher
_—
Painter

5. Click the Save & button.
Repeat these steps for each Personnel Type from each Contractor or Subcontractor.

After these steps are complete, the Nbr of Supervisors and Nbr of Workers fields will
automatically update to reflect the information entered on the Contractors tab.

If incorrect entries are made in the Supervisor/Foreman Name or Personnel Type areas, select
the entry and click the Delete =¥ icon on the toolbar.

Click Save I before moving to the next tab.
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Entering Contractor Equipment Activity

The Contractor Equip folder tab lets the user document the presence and use of equipment on
the job site for the selected Contractor. The user enters the number of pieces of each
equipment-type on the site on this date and the number of pieces used. These two fields do
not always contain the same value. The user must select a Contractor before entering
equipment information for the Contractor.

After the user selects a Contractor, the user can select Equipment IDs from the drop-down list
in the Equipment ID-Description field. If an equipment record does not appear on a drop-down
list that is needed, notify your immediate supervisor so he or she can add the item.

Daily Work Reports
DR [nfo. Contractars " Contractor Equip. Daily Staff | Wtk ltems " Force Accounts
Contract 1D: IIFI-31 358 Inspector: |McGiII, Meghan Date: |DE£24;"‘I 2
Contractor Mbr of

Supervisors

Nbr. of Nbr INDOT

Equipment ID - Description Pieces Uszed
BH100 Back Hoe ;I 3 2|

The Daily Contractor Equipment Folder Tab
Figure 1-4

Contractor Section: Used to select the identity of the Contractor or Subcontractor whose
equipment is being reported.

Equipment ID — Description Section: Used to identify the equipment used by the selected
Contractor or Subcontractor on the Daily Work Report date.
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To add equipment to a Daily Work Report:

1. Click the Contractor Equipment folder tab.

Daily Work Reports
" DWR Info. Contractars Eontracw Click Here " Force Accaunts
Contract ID: ||F|-31358 Inspector: IMcGiII, Meghan

DWR Date: I 00400400

2. If there is more than one Contractor listed, click the Contractor who supplied the
equipment.

3. Click the Equipment ID-Description box and click the New [ button. An empty row is
added to the box.

¥ A4SHTO SiteManager

File Edit Services ‘Window Help

Bl ? 0B 9R DEF
Daily Work Reports

DWR Info. Contractors " Contractor Equip. Daily Staff ¥ “Work [bems Force Accounts
Contract 1D: IIH-31 388 Inspector: |McGiII, Meghan Date: |DBH24H12
Contractor Mbr of Nbr of INDDT
Supervisors Workers

WALSH COMNSTRUCTION CO/E & B PAVING JAY =

Mbr_ of Hbr INDOT
Equipment ID - Description Pieces Used

Click in “Equipment ID -
Description” Box
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4. In the Equipment ID drop-down list, click the expand arrow and click the desired
equipment ID.

MNbr. of
Equipment ID - Description Pieces

INDOT

AC100 Air Compressor -
ArdL100 Aerial man liftt

ASP100 Aggregste Spreader/placer

BH100 Back Hoe

Bivi1 00 Boring Machine -
< | | _'I—I

5. In the Nbr of Pieces field, type the number of pieces of this equipment present on this
date.

6. Inthe Nbr Used field, type the number of pieces of this equipment used on this date.
7. Click the Save & button.
Repeat these steps for each Equipment Type from each Contractor or Subcontractor.

If incorrect entries are made in the Equipment ID - Description area, select the entry and click
the Delete =i icon on the toolbar.

Click Save & before moving to the next tab.
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Selecting and Recording Work Items

The Work Items folder tab lets the user view and add daily usage data for installed Work Items.
Before entering Work Item data, the Contractor responsible for the Work Item must be entered
on the Contractors folder tab. When the user first selects the Work Items folder tab, the Select
Work Item list is displayed.

The Record Work Item and Select Work Item buttons let the user toggle between two different
versions of the Work Items folder tab. To enter usage data, the user first selects the Work ltem
and then selects the Record Work Item button (or the Record Work Item option on the Edit
menu). This displays the Record Work Items folder tab on which the user can view and add

daily usage data.

The Record Work Item and Select Work Item Buttons
Figure 1-5

The user can toggle between two different versions of the Work Items folder tab. When the
user first selects the Work Items folder tab, or when the Select Work Item button is selected,
the Select Work Items folder tab lists Work Items for the selected Contract. The Work Items
are listed in ascending order by Project Line Number. If an Item has installed quantities for the
selected Daily Work Report, the Installed check box is checked and the item will move to the
top of the Select Work Item window.

Dail\_.f Work Reports
D'wh Info. Contractars “ Conbactor Equip. D aily Staff i Work Items X Farce Accounts
Contract 1D: IIH-31358 Ingpector: |McGiII, teghan Date: ||38a’24.f12
MDOT| FProject [Project Line| Category il
" ICONSTRUCTION ENGINEERING
[CELLUL AR TELEPHONERADIO |
|0E00850 0003 (g} } 10508521 [CELLUL AR, TELEPHOME/RADIO SERVICE |
[ |DE005RD o004 Do } 10503524 [CELLUL AR TELEPHOMNERADID, ADDITIONAL |
|DE00550 |000s oo } 10908353 LIQUIDATED DAMAGES |
|DE00850 |ooos oo } 109-08360 CONTRACT LIENS: |
I 050085 |ooa7 oo } 10903443 [AUALITY ADJUSTMENTS, TEMPORARY TRAFFIC |
050055 |ooos oo } 109-03444 [BUALITY ADJUSTMENTS, FAILED MATERIALS |
|DE00550 {[AE] oo } 109-03463 PROJECT ESTIMATE ADJUSTMENT |
|0500E50 00D (] } 109-09423 FAYMENT ADJUSTMENT, PG ASPHALT BINDER |
I 0500850 oo Do } 11001 0 MOBILIZATION AND DEMOBILIZATION |
The Select Work Items Folder Tab
Figure 1-6
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EDail}f Work Reports
D' Info. Contractors * Contractor Equip. D aily Staff T Work ltems Force &ccounts
Contract ID: IIH-31358 Inspector: |McGiII, teghan Date: |USJ24.:’12
Froject Nbr: [ 3325510 Line Itm Mbr: | 0079 ltem Code:[516-02320 Category Nbr: | 0001
Item Desc: [FEOTEXTILES Unit Price: | $2.11000
Supp Desc 1: |
Supp Desc 2 |
Qty Reported to Date: | 4012.400 Qty Authorized to Date: | 4,012.400 Units Type:| 575
Qty Installed to Date: 4,012,400 Bid Qty: 9,546.000 Fay To Plan Qty: [
Status: Ective Qty Paid to Date: 4,012 400 Current Contract Qty: 9,546.000
||Luc Seq MNbr |Lucation Installed | Placed Qty. |Plan Page NumbEI|TempIt Uszed

Placed Qty: | .000 Plan Page Nbr:| m Contractor: | |
Loc Seq Mbr: |1 Location:l Measured Indicatol
Station Offset Distance Station Dffset Distance o
From: | + | .DDUl | .oaa Tu;l +| .DUEIl | 00| *N
Material Inspection Detail
Material Component Cont Est Matrl Gy Satisf Repr Matrl Oty Reprt Matrl Oty Matrl Unit
Geotex for Undrn 9545000 0.000 4012400 SQUARE YARDS (Englizh)
Geotec RR or Undrn 9545000 9 546000 4012400 SQUARE vARDS (Englizh)
Geotex for SF 0.000 0.000 0.000  SQUARE YARDS (English)
DwWH Work Item Payment History -
Estimate DWR Date DWH Inspector Paid Qty Location Yendor Hame
oo 08/2210 Burgauer, Tyler 14.00 5. 303 Wit SH COWSTRUCTION CO/E & B P2
ooz 09/27/110 Richardsan, James 15.00R.ES. Wisl SH CONSTRUCTION COJ/E & B F.
ooz 0s9/2a8M0 Richardson, James E.O0FSF Wisl SH COMSTRUCTION COJE & B P2
003 10/15M0 Hadler Gary 1.00 str 36 and str 367 Wisl SH COWSTRUCTION CO/E & B P2
00za 03/0811 Crail, Clark 462 40LINE REM Wit SH COMSTRUCTION CO/E & B P2
o022 03/26/11 Fisher, Eric: 15.00str 310 station 1888+75 Wit 5H CONSTRUCTION CO/E & B F'.t’-‘j
The Record Work Items Folder Tab
Figure 1-7

Top Panel: Contains details of the work item plus a summary of previously reported quantities
for the work item.

Second Panel: Collects information on the work performed for the Daily Work Report. This is
the only panel where information can be entered.

Third Panel: Contains Material inspection details including what Sampling and Testing
requirements exist and the reported quantities.

Bottom Panel: Contains the Work Item Payment History including Estimate number, DWR
Date, inspector, paid quantity, location, and vendor name.

Installed work items from the Daily Work Reports authorized by the Project Engineer/
Supervisor in the Diary window are used by the Contractor Payments component of
SiteManager as the basis for paying the Contractor in an Estimate.
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To select and record a Work Item:

1. Click the Work Items folder tab.

Daily Work Reports

DWR Info. Contractors Y D) aily Stal - Wik [tems " Force Accounts
Contract ID: IIH-31358 Inspector: IMcGiII, Meghan
DWH Dale:l 00/00/00

2. Inthe Work Item list box, scroll to and click the work item whose installation needs to
be recorded.

3. Double-click on the work item or click the Record Work Item & button.

4. Click the New [ button. An empty row is inserted on the Record Work Item List.

5. In the Placed Qty field, type the quantity of the item installed at this location. If this
field is grey, a template is available. The template window will open automatically after
saving the other information on the tab or by clicking the DWR Template button.

For more information regarding templates, go to page 52 of this manual.

6. Inthe Contractor drop-down list, click the expand arrow and click the name of the
Contractor responsible for the installed item.

7. In the Location field, type the location where the item was installed.
8. In the From Station, From Station Offset, and From Station Distance fields, type the
Station ID, Offset, and Distance that identify where the installation of this Work Item

begins.

9. In the To Station, To Station Offset, and To Station Distance fields, type the Station ID,
Offset, and Distance that identify where the installation of this Work Item ends.

10. Click the Save & button.

11. Click the Select Work Item % button to select additional items for recording or return
to the current DAILY WORK REPORT.

Repeat these steps for each Work Item installed.
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DIARY

The Project Engineer or Supervisor creates a Diary entry once per day per contract. The Diary is
a daily collection of the Daily Work Reports submitted by all Inspectors and any other Project
Engineers or Supervisors on the contract. The Project Engineer or Supervisor can then
document his or her comments in the remarks fields and authorized Daily Work Reports
submitted by other personnel on the contract.

The following actions can be taken by a Project Engineer or Supervisor in the Diary:

Create a new Diary for a specific contract and day
Open an existing Diary for a specific contract and day
Preview Daily Work Reports of field personnel
Authorize Daily Work Reports of field personnel
Enter Diary Remarks
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Entering Diary Remarks

Authorize ©  Chaige

Contract ID:  [IR-31358

Diary Date:l 03/05413  Last Modified User 1D: [d30mcagil Creator User 1D:|d30mcgil

Inspector Authorized | Authorized Date [DWR Template QOriginal / Adjuster ID INDOT
McGill, Meghan ‘m [
DWR Work Operations [ 4] ~|  Spen check

District Staff Review

EED Issues

General Remarks =i
Media/Press

Personnel Remarks

PE/S Claim

PE /S Controlling Operation

PE/S DWR Adjustment Reasc
PE/S Frac Day Workable [“HE

PE/S High Temp =i
PE/S Low Temp =4
PE /S Traffic Control Device [

PE/S Weather =

Salety Violations
Staff Remarks
Supervisor Remarks |

The Diary Window
Figure 2-1

Add Default Diary Remarks

*Add Default Diary Remarks® will copy remarks from

the Default Diary Remarks templale to this diary record
if the remarks do not alieady exist in the diary record:
General Remarks

PE/S Controlling Operation

PE/S Frac Day Workable [H#i#/##]

PE/S Traffic Control Dev [Y/H])

Supervisor Remarks

Mavigate to the Default Diary Remarks by
clicking on 'Services' then "Update Default Remarks'

Remarks are a key part of the Diary module. To record a remark, the user must first select a
remark type. If a remark has already been entered for the selected type, as indicated by a
check mark next to the type, the remark appears in the Remarks field. A remark does not have

a size limit, and can be pasted to and from a word processor.

A Spell Check button is available in the Remarks area.

Note: Microsoft Office must be installed for the spell check feature to be functional
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To modify the Diary Remarks:
1. Click the Open [ button.

2. Double-click on the appropriate Contract in the Contract ID window.

Cnmract D il
[_;—-EDH[IHE[ I IR-31358
Date I

Find: |
i Contract ID

Fed State Proj Nbr Status County Lvl2 Lvl3 Lvl4 Location Description] =

982 129514, DEO0ACTY lcoas  fean | [ [oni-4esATI74
0800857 CMPL cos? 560 ON SR 66 FROM EAST OF SR 26170 FRENCH ISL

IR-31475 351267175 9333211 CMPL Co7e 620 ON LS 20AT |69

IR-31879 351374866 0710738, 0710739 CMPL con 640 ON KENILWORTH ROAD OVER US 31 =
IR-31863 351874009 0510483 CMPL Co34 630 ALONG LS 31 FROM 0.5 MILE MORTH OF CR 4001
IR-31900 3516857131 0100368 CMPL Co43 B30 ON I-74 4T POST ROAD
IR-31909 351817574 0910396 CMPL Cos5 650 ON SR 37 FROM BURTOM LAME TO OHIOD STREE
IR-31944 351815287 09007143 CMPL Co43 B30 ALONG |-465 AT 2503 DEBOMAIR TERRACE
IR-32221 351601998 0710833; 0710900 ACTY Cird GED ON PR B3
o |

3. Select the appropriate Diary Date in the Contract ID window and click OK.

x

Selecti

Contract 1D IF-31358

15 Date

Find: ||
- Date

Diary Date  Diary Locked Indicator Estimate -
R R

03/01/2013 Mo
03/0/2012 Mo

02/14/2012 Mo o039
02/08/2012 Mo 0033
02/07/2012 Mo 0033
02/03/2012 Mo o039
02/02/2012 Mo 0039

0K Cancel

4. Select the appropriate Diary Date in the Contract ID window and click OK.

5. Enter information in the following Remarks areas:
e PE/S Frac Day Workable (#/8)

e PE/S High Temp

e PE/S Low Temp

e PE/S Weather

e All Other Applicable Remarks Categories
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