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Managing Daily Work Reports 

Background 

Daily Work Reports (DWRs) are created to document the work that is 

performed daily on a contract. The information recorded in a DWR is based 

on actual activity, not planned activity, and is essential for the administration of a contract. Daily 

information is recorded about the weather, the personnel who worked at the construction site, the 

hours worked, and the equipment used. This data is collected in the field by the project manager, 

project engineer, and the inspectors working on the contract. 

Adding a Daily Work Report 

Navigation: Construction > Contract Progress > Select Contract to Add DWR > Select Daily Work 

Reports                           

1. From the Construction component, select the Contract Progress link.  

 

2. Search for and select the Contract ID.  
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3. Click the Daily Work Reports tab.  

 

4. Click the Add button.  

 

5. In the DWR Date field, enter the date for the DWR. The current date will populate 

automatically.  

6. In the Inspector field, the user ID of the logged in user will populate automatically.      

7. In the Weather field, click the drop-down arrow and select the appropriate weather 

condition.  

8. In the Rainfall Amount field, enter the amount of rainfall recorded for the DWR date, if 

appropriate.  

9. In the Low Temperature field, enter the low temperature recorded for the DWR date.  

10. In the High Temperature field, enter the high temperature recorded for the DWR date.  
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11. In the Remarks section, in the Type field, click the drop-down arrow and select the 

appropriate remark type.  

12. In the Remarks field, enter remarks for the day.  

 

13. Click the Save button.  

Adding Contractors on a DWR 

Navigation: Construction > Contract Progress >Select Contract > Daily Work Reports >Select DWR 

Date Link 

1. From the Daily Work Report Summary page, click the Contractors On Site tab.  
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2. Click the Select Contractors button.     

 

3. Search for and select contractors to add to the DWR. 

4. Click the Add to DWR Contractors button.  

 

5. In the Start Time field, enter the date and time. 

6. In the End Time field, enter the date and time. 

7. Click the Save button.  

 

 

 

 

 



 

Managing Daily Work Reports | 5 

Adding Contractor Equipment on a DWR  

Navigation: Construction > Contract Progress > Select Contract > Daily Work Reports >Select DWR 

Date Link 

1. From the Daily Work Report Summary page, click the Contractor Equipment tab.  

 

2. For the appropriate contractor, click the row Actions menu and select the Select Equipment 

action.  
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3. Search for and select equipment to add to the DWR.  

4. Click the Add to DWR Contractor Equipment button.  

 

5. In the Number On Site field, enter the number of equipment on site. 

6. In the Number Used field, enter the number of pieces of equipment used on site.  

7. In the Hours Used field, enter the number of hours of the equipment that was used on DWR.  

8. In the Comments field, enter additional information about the record.  

9. Click the Save button.  
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Adding Contractor Personnel on a DWR   

Navigation: Construction > Contract Progress > Select Contract > Daily Work Reports >Select DWR 

Date Link 

1. From the Daily Work Report Summary page, click the Contractor Personnel tab.  

 

2. For the appropriate contractor, click the row Actions menu and select the Select Generic 

Personnel action.  

 

3. Search for and select staff members to add to the DWR. Click on All to select all types of staff. 

4. Click the Add to DWR Contractor Personnel button.  
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5. In the Number On Site field, enter the count of how many of this type of staff has been 

added to the DWR for this DWR contractor on this date.  

6. In the Total Hours field, enter the total number of hours worked by this person recorded as 

personnel for this DWR contractor on this date.  

7. In the Comments field, enter additional information about the record.  

8. Click the Save button.  

 

Posting Items to a DWR    

Navigation: Construction > Contract Progress > Select Contract > Daily Work Reports >Select DWR 

Date Link 

1. From the Daily Work Report Summary page, click the Postings tab.  
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2. Click the Select Items button.  

 

3. Search for and select the contract line number to add to the DWR.  

4. Click the Save button.  

 

5. Click the expand arrow for the newly added item posting.  
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6. In the Contractor field, click the drop-down arrow and select the contractor that performed 

the work for this item posting.  

7. In the Reported Quantity field, enter the quantity of the item installed by the contractor on 

this date.  

8. In the Location field, enter the location where the work was performed for the DWR item 

posting.  

9. In the Station From field, enter the beginning station for the item posting.  

10. In the Station From Plus field, enter the distance from the beginning station for the item 

posting.  

11. In the Offset Type field, enter the offset type for the beginning station for the item posting.  

12. In the Offset Distance field, enter the offset distance for the beginning station for the item 

posting.  

13. In the Station To field, enter the ending station for the item posting.  

14. In the Station To Plus field, enter the distance from the ending station for the item posting.  

15. In the Offset Type field, enter the offset type for the ending station for the item posting.  

16. In the Offset Distance field, enter the offset distance for the ending station for the item 

posting.  

17. The Units field indicates the type of measurement used to determine the quantity of the 

reference item.  

18. Click the Measured check box if the item quantity installed is measured. 

19. In the Material Set field, click the drop-down arrow and select the material set associated 

with the item, if appropriate.  

20. In the Plan Sheet Page Number field, enter the number of the plan sheet page on which this 

work item is found.  

21. In the Comments field, enter any additional information about the item posting.  
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22. Click the Save button.  

• Note: You can add another positing on a posting using the row Actions menu and 

selecting the New Posting action.  

 

Submitting A DWR for Approval     

Navigation: Construction > Contract Progress > Select Contract > Daily Work Reports >Select DWR 

Date Link 

Note:  Ensure there is a minimum of two individuals involved in the authorization of the DWR so that 

the individual inputting the information in the DWR is not the same individual authorizing the DWR.  

1. From the Daily Work Report Summary page, click the General tab.  

2. Click the component Actions menu and select the Submit for Approval task. 

• Note: Verify the DWR status updates to Pending Approval. 
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Approving a DWR     

Navigation: Construction > Contract Progress > Select Contract > Daily Work Reports >Select DWR 

Date Link 

1. From the Daily Work Report Summary page, click the component Actions menu and select the 

Approve task.  

• Note: Verify the DWR status updates to Approved. 
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Rejecting a DWR      

Navigation: Construction > Contract Progress > Select Contract > Daily Work Reports >Select DWR 

Date Link 

1. From the Daily Work Report Summary page, click the component Actions menu and select the 

Reject task.  

• Note: Verify the DWR status updates to Rejected. 
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Returning a Rejected DWR to Draft Status 

Navigation: Construction > Contract Progress > Select Contract > Daily Work Reports >Select DWR 

Date Link 

1. From the Daily Work Report Summary page, click the component Actions menu and select the 

Change to Draft task.  

• Note: Verify the DWR status updates to Draft. 
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