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Managing Daily Diaries

Key to Action Buttons

Background e

A daily diary is a collection of all the authorized Daily Work Reports (DWRs)
submitted on one day by all inspectors working on a contract. The project

Row Actions menu (on rows}

manager usually submits one daily diary per day per contract. In the daily o

Global Actions menu (top of the screen)

= Component Actions menu (on headings)

diary, the project manager authorizes the DWRs and records the time
charge information for the day. The system does not allow more than one diary to be created per day

per contract, and a diary may not be created for a future date. Diaries can be created for days when

no DWRs are collected.

Adding a Daily Diary

Navigation: Construction > Contract Progress

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

On this page:  Links  Construction  Materials ~ Reference Data  Materials Worksheets

PROJECT Project Manager/Chief Inspector

v Construction 9

Change Order

Contract Administration*
Contract Progress

Daily Diary

Daily Work Reports

Daily Work Reports by Gontract
Meetings

Payment Estimate Accounting

Payment Estimate Approval Decisions

Payment Estimates

v 0 O

Actions Help Log off

TxDOT gov Texas Department of Transpotation
CST - Crossroads Construction Division
GST - CMISD Construction Division - CMISD

MNT - Crossroads
MTD - Crossroads
TxDOTNow
Aggregate Catalog
APINTO1

Maintenance Division

Materials and Tests Division
TxDOTNow Ticket

Aggregate Rating Catalog Utility
Financial Staging Window

> Materials

X

> Materials Worksheets

2. Search for and select the Contract ID.

Contracts Progress Overview

w Contract Progress Overview

Q 637999

£ advanced swonns 1011

Contract

637999904

Description

@ MILLAND INLAY

Prime ID
06796

0 changed

Prime Name

Q
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3. Click the Diaries tab.

My Pages ~

Contract Administration  Contract Documentation

Progress Overview

Contract Progress Summary
v Contract: 637999904 - MILL AND INLAY

Contract Materials and Acceptance Actions  Items

v @

(V)

Actions  Help  Log off

Payment Estimate Approval Levels ~ Payment Estimate Exception Override  Projects  Subcontracts

|

General Contract ID
Contract Amounts 637999904
Daily Work Reports Description
Diaries - MILLAND INLAY

Diary Adjustments
TxDOT Contract Type

P
ayment Estimates M- MAINTENANGE

Contractors

Vendor Id : Vendor Name
Change Orders

06796 - J. LEE MILLIGAN, INC.
Contract Adjustments
Let Type

C - STATE LET MAINTENANCE

Agency Views

Comments

w Contract Amounts

Awarded Amount Net Change Amount Approved

$1.653.621.73 $0.00

Projected Amount Current Contract Amount
1,000.00 $1,000.00

Contract Status

4. Click Add.

Progress Overview  Contract Administration ~ Contract Documentation

Contract Progress Summary
v Contract: 637999904 - MILL AND INLAY
General
Q Type search criteria or press Enter

Contract Amounts

Daily Work Reports

Diaries
Diary Adjustments > Diary Date Created By
Payment Estimates 12/31/2024 JSTEUBIZ2 - Jacob Steubing

Contractors > 01/01/2025 HPARRI-C - Hope Parrish

Contract Materials and Acceptance Actions  Items

& Advanced

vy @

Actions  Help

Payment Estimate Approval Levels ~ Payment Estimate Exception Override  Projects  Subcontracts

U]

Log off

[ s Rl?)

Showing 10 of 11
0 marked for deletion 0 changed Expand All
Locked Remarks Included on Es... -
Yes 0 0001
Yes 1 0001 v

5. In the Diary Date field, enter the date for the diary. Current date will populate automatically.

Contract Administration

Contracts

Contract Progress ~ Daily Diary ~ Items

Add Daily Diary
v Contract: 637999904 - MILL AND INLAY

{ Diary Date* \

09/02/2025 [m]

General

Author

Q JKELLER

Keller Jenniter

Weather

Low Temperature

High Temperature

Contract Payments

. J

Diary Locked

No

Payment Est Num

v @

Actions  Help

Subgontracts

()

Log off

R

Remarks.

0

Project Number

Entered By

Entered Date

Last Updated By

Last Updated Date

Contractor Working

No

Payment Est Status

6. In the Author field, the user ID of the logged in user will populate automatically.
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7. In the Weather field, click the drop-down arrow and select the weather condition for the diary
date. Entering weather information is optional.
¢ Note: If you want the weather information related from the DWR, skip the weather
fields. After saving the record, click the component Actions menu and select the
Populate Related DWR Weather action.

e vlg

Actions X
Add New

Populate Related DWR Weather -
Views

Attachments (0)

Issues

Links

Attachments and Links

2024 05.06.01 DATA XFER DaveleBlu txt
TAB-A PMNG

Reports

Daily Diary Report

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

9. In the High Temperature field, enter the high temperature recorded for the diary date.

10. Click the Save button.

11. In the Remarks section, in the Remarks Type field, click the drop-down arrow and select the
remark type.

v Remarks

Type* Remark *

12. In the Remark field, enter a remark for the diary date.
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13. Click the Save button.
e Note: Weather, Temperature and Remark fields are not necessary to create a diary

entry and should not contradict Daily Work Report information recorded.

T
v o O
Home ~ Previous ~ My Pages ~

Actions  Help  Log off

Contracts ~ Contract Administration ~ Contract Progress ~ Daily Diary  flems ~ Contract Payments  Subcontracts
Add Daily Diary
~ Contract: 637999904 - MILL AND INLAY

General Diary Date* Remarks
09/02/2025 [m] 0
Author Project Number
Q JKELLER

Keller Jennifer
Entered By

Weather

Entered Date

Low Temperature

Last Updated By

High Temperature

Last Updated Date
Diary Locked

No
Contractor Working

Payment Est Num No

Payment Est Status

Viewing DWRs on a Daily Diary

Navigation: Construction > Daily Diary > Select Diary Date Link

1. From the Contract Daily Diary Summary, click the DWRs tab.

T
- e [V)
Home ~ N Previous ~ [ MyPages ~

Actions  Help  Log off

Daily Diaries ~ Change Orders  Contract Administration ~ Contract Documentation ~ Contract Progress ~ Contracts  Daily Work Reports ~ Estimates  Items  Subcontracts

Contract Daily Diary Summary

v Contract: 637999904 - MILL AND INLAY v O

Diary Date: 09/02/2025 Author: JKELLER

General Diary Date * Project Number

DWRs - 09/02/2025 m] RMG - 637999904

Contract Times Author « Dates

Q JKELLER
Entered By Entered Date
Keller Jennifer
Jennifer Keller 09/22/2025 12:44:35 PM
Weather
p—— Last Updated By Last Updated Date

Jennifer Keller 00/22/2025 12:46:09 PM

Low Temperature

66

Contractor Working
High Temperature
Yes
88
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2. Click the Sequence link for the Daily Work Report you wish to view.

T
v
e - ®9

Actions  Help  Logoff
Daily Diaries ~ Change Orders ~ Contract Administration ~ Contract Documentation ~ Contract Progress ~ Contracts  Daily Work Reports ~ Estimates  Items  Subcontracts

Contract Daily Diary Summary

v Contract: 637939904 - MILL AND INLAY

Diary Date: 09/02/2025 Author: JKELLER

General DWR Status

DWRs Q| Type search criteria or press Enter & Advanced  showing 1 of 1 g Filter =

Contract Times 0 marked for deletion 0 changed
Approve Pending DWRs marked for deletion 0 change
Inspector Estimate Num... ~ DWR Status Approved By -
WFEBING - William Febinger IV Draft
Weather Low Temp High Temp Rainfall
PC - Partly Cloudy 66

e Note: To view the DWR Report, open the row Actions menu and select DWR Report.

U
-4

Actions  Help  Logoff
Daily Diaries ~ Change Orders ~ Conftract Administration ~ Contract Documentation ~ Contract Progress ~ Contracts  Daily Work Reports ~ Estimates  Items  Subcontracts

Contract Daily Diary Summary

v Contract: 637999904 - MILL AND INLAY

Diary Date: 09/02/2025 Author: JKELLER

General DWR Status
. Q.| Type search criteria or press Enter & | Advanced  Shawing 1ot 1 o Filter .
Contract Times

0 marked for deletion 0 changed
Approve Pending DWRs m eletion ng

Inspector Sequence Estimate Num... ~ DWR Status Approved By B

WFEBING - William Febinger IV 1 Draft Actions

Weather Low Temp High Temp Delete

PC - Partly Cloudy 66 88 Exclude from Search Resulis
Open
Tasks
Approve

Submit For Approval
Views
Attachments (0)
Links

Tracked Issues

Reports

oWR Report

Recording Time Information on a Daily Diary

Navigation: Construction > Daily Diary > Select Diary Date Link

1. From the Contract Daily Diary Summary, Click the Contract Times tab.

T

v

T -
Actions Help Log off

Daily Diaries ~ Change Orders ~ Contract Administration ~ Contract Documentation ~ Contract Progress ~ Contracts  Daily Work Reports ~ Estimates  Items  Subcontracts

Contract Daily Diary Summary

v Contract: 637999904 - MILL AND IN

Diary Date: 09/02/2025 Author: JKELLER
General Diary Date*® Project Number
DWRs 090212025 O RMC - 637999904
contract Times 4 puthor « bates
Q UKELLER
Entered By Entered Date
Keller Jennifer
Jennifer Keller 09/22/2025 12:44:35 PM
Weather
Last Updated B Last Updated Dats
PC - Partly Cloudy ast Updated By ast Updated Date
Jenniter Keller 002212025 12:46:09 PM
Low Temperature
66

Contractor Working
High Temperature

Yes
88
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2. Expand the Time ID for the Diary Date needing to make a record.
T
A d
P I
Actions  Help  Log off
Daily Diaries ‘Change Orders Contract Contract Documentation Contract Progress Contracts Daily Work Reports Estimates Iltems Subcontracts
Contract Daily Diary Summary
~ Contract: 637999904 - MILL AND INLAY L)
Diary Date: 09/02/2025 Author: JKELLER
General
DWRs Q, Type search criteria or press Enter 2 Advanced  Shewing 12 of 12
Contract Times 0 changed
Time ID Time Chrg Adj Time Chrg Gurr Time Units Ghrg on Diar... -
AD 1.00
5 Time Descr Cred Reas Main Time Unit Time Type
- MILLAND INLAY Yes Days Available Time
Number
MS-AD 0.00 -
» MILESTONE 1-CST2 Test-Jennifer No Days Available Time

3. For the contract time record, click the Time Charged drop-down, select the 0 or 1 value.
Time ID Time Chrg Adj Time Chrg Curr Time Units Chrg on Diar... -
AD 1.00
Time Descr Cred Reas Main Time Unit Time Type

b MILLAND INLAY Yes Days Available Time
Number
Time ID Time Charged
AD -
Comments v
)
1 Q

LIS AT

oon

Note: If 0 time charged value is selected for the Time Charged field, the required

Credit Reason field will appear to select the impeding progress to work reason.

Credit Reason* w»

. =

01 - SATURDAY

02 - SUNDAY

03 - HOLIDAY

04 -TOO WET

05-TOO COLD

06 - RAIN

08 - ASPHALT SEASON CLOSED
09 - PERFORMANCE PERIOD
1- SATURDAY

10 - TOO WINDY & DUSTY

4. Click the Save button.
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Approving DWRs on a Daily Diary

Navigation: Construction > Daily Diary > Select Diary Date Link
Note: You can approve a single DWR, or all the DWRs in a diary with a status of Pending Approval.
To approve all pending DWRs in a Daily Diary:

1. Click the DWRs tab.

T

A d

© 9
Actions  Help  Log off

Daily Diaries ~ Change Orders  Contract Administration ~ Contract Documentation ~ Contract Progress ~ Contracts  Daily Work Reports ~ Estimates  Items  Subcontracts

Contract Daily Diary Summary

+ Contract: 637999904 - MILL AND INLAY L 7]

Diary Date: 09/02/2025 Author: JKELLER

General Diary Date* Project Number

DWRs _ 09/02/2025 (] RMC - 637999904

Contract Times Author + Dates

Q JKELLER
Entered By Entered Date
Keller Jennifer
Jennifer Keller 09/22/2025 12:44:35 PM
Weather
PC - Partly Cloudy Last Updated By Last Updated Date

Jennifer Keller 09/22/2025 12:46:09 PM

Low Temperature

66
Contractor Working

High Temperature
Yes

88

2. Click the Approve Pending DWRs button above the list of DWRs.

T
v 9 (V)
Home ~ | Previous ~ I MyPages ~

Actions  Help  Log off

Daily Diaries ~ Change Orders ~ Contract Administration ~ Contract Documentation ~ Contract Progress ~ Contracts ~ Daily Work Reperts ~ Estimates  ltems  Subcontracts

Contract Daily Diary Summary

~ Contract: 637999904 - MILL AND INLAY save |8 N7}

Diary Date: 09/02/2025 Author: JKELLER

General DWR Status

DWRs. Q  Type search criteria or press Enter & Advanced  Shewing 1 of 1 No Filter -

Contract Times 0 ked for deleti 0 ch: d
Approve Pending DWRs - marked for deletion change«
Inspector Sequence Estimate Num...  DWR Status Approved By -
WFEBING - William Febinger [V/ 1 Draft
Weather Low Temp High Temp Rainfall
PC - Partly Cloudy 66 88 0.00

3. Click the Save button.

Working with Daily Diaries | 7



To approve individual DWRs in a Daily Diary:

1. Click the DWRs tab.

My Pages ~

Contract Administration

Daily Diaries

‘Change Orders Contract Documentation ~ Contract Progress  Contracts  Daily Work Reports ~ Estimates  Items

Contract Daily Diary Summary
w Contract: 637999904 - MILL AND INLAY
Diary Date: 09/02/2025 Author: JKELLER

General

DWRs -

Contract Times

Diary Date* Project Number

09/02/2025 [m] RMC - 637999904

Author + Dates
Q JKELLER
Entered By
Keller Jennifer

Jennifer Keller
Weather

Last Updated B
PC - Partly Cloudy = ast Updated By

Jdennifer Keller
Low Temperature

66

Contractor Working
High Temperature

+x 9 O

Help

Actions Leg off

Subcontracts

Entered Date

09/22/2025 12:44:35 PM

Last Updated Date

09/22/2025 12:46:09 PM

Yes
88
2. Click the row Actions menu for the DWR to approve.
3. Click the Approve task.
-
©9
Actions  Help  Log off
Daily Diaries ~ Change Orders ~ Contract Administration  Contract Documentation ~ Contract Progress ~ Contracts  Daily Work Reports ~ Estimates  Items ~ Subcontracts
Contract Daily Diary Summary
v Contract: 637999904 - MILL AND INLAY Ea-~ 9
Diary Date: 09/02/2025 Author: JKELLER
General DWR Status
DWRs Q Type search criteria or press Enter & Advanced  Showing 1911 N Fiter .
Contract Times
Approve Pending DWRs 0 marked for deletion 0 changed
Inspector Sequence Estimate Num... DWR Status Approved By
WFEBING - William Febinger IV 1 Draft Actions
Weather Low Temp High Temp Delete
PC - Partly Cloudy 66 38 Exclude from Search Results

Open

Tasks

Approve

Submit For Approval
Views
Attachments (0)
Links

Tracked Issues
Reports

DWR Report
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Rejecting DWRs on a Daily Diary

Navigation: Construction > Daily Diary > Select Diary Date Link
Note: DWR can be rejected if it has previously been approved.

1. Click the DWRs tab.

My Pages  ~

Daily Diaries ~ Change Orders ~ Contract Administration ~ Contract Documentation ~ Contract Progress ~ Contracts  Daily Work Reports ~ Estimates  Items  Subcontracts

Contract Daily Diary Summary

v Col

ct: 637999904 - MILL AND INLAY
Diary Date: 09/02/2025 Author; JKELLER

General Diary Date*

DWRs _

Contract Times.

Project Number
09/02/2025 [a] RMC - 637999904

Author v Dates

Q JKELLER

Entered By
Keller Jennifer

Jennifer Keller
Weather

PC - Partly Cloudy v Last Updated By

Jennifer Keller
Low Temperature

66
Contractor Working
High Temperature
Yes
88

v © 0O

Actions  Help  Log off

Entered Date
09/22/2025 12:44:35 PM

Last Updated Date
09/22/2025 12:46:09 PM

2. Click the row Actions menu for the DWR to reject.
3. Click the Reject task.

Daily Diaries ~ Change Orders  Contract Administration  Contract Documentation  Contract Progress  Contracts  Daily Work Reports  Estimates  llems  Suboontracts

Contract Daily Diary Summary

v Contract: 637

04 - MILL AND INLA’
Diary Date: 09/02/2025 Author: JKELLER

General DWR Status

DWRs Q  Type search criteria or press Enter & Advanced  smosing 1of1 o Filter .

Contract Times
Approve Pending DWRs

Inspector

~ @ 0

Actions  Help  Logoff

0 marked for deletion 0 changed

Sequence Estimate Num.. DWR Status Appraved By
WFEBING - William Febinger IV 1 Approved Actions
Weather Low Temp High Temp Delete
PC - Partly Cloudy 88 88 Exclude from Search Resulis
Open
Tasks
Reject
Views
Attachments (0)
Links
Tracked |
Reports
DWR Report
T
-
© 9
Actions  Help  Log off
Daily Diaries  Change Orders  Contract Administration  Contract Documentation  Contract Progress  Contracts  Daily Work Reports  Estimates  llems  Subcontracts.
Contract Daily Diary Summary
v Confract: 637939904 - MILL AND IN E2~0
Diary Date: 09/02/2025 Author: JKELLER
General DWR Status
DWRs Q@ Type search ner & Advanced 11 No Filter =
Cantract Times 0 marked f jon| 0¢ch
Approve Pending DWRs 0 marked for deletion 0 changed
Inspector Sequence Estimate Num..| DWR Status Approved By -
WFEBING - William Febinger IV 1 Rejected
Weather Low Temp High Temp Rainfall
PC - Partly Cloudy 66 88 0.00
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Managing Diary Adjustments

Background

The Diary Adjustments tab on the Contract Progress Summary enables you to make changes to

contract times in a contract diary after the estimate has been created and the diary locked.

Managing Diary Adjustments

Diary Adjustments can only be created after an estimate has been processed.

Navigation: Construction > Contract Progress

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

T
TR AEAE

Actions  Help  Log off
Onthis page: Links Construction  Materials ~ Reference Data  Materials Worksheets

PROJECT Project Manager/Chief Inspector

 Construction (2]
Change Order TXDOT gov Texas Department of Transpotation

. CST - Crossroads Construction Division
Contract Administration CST- CMISD Construction Division - CMISD

Contract Progress MNT - Crossroads.

Maintenance Division

MTD - Crossroads Materials and Tests Division
Daily Diary
TxDOTNow TxDOTNow Ticket

Daily Work Reports Aggregate Catalog Aggregate Rating Catalog Utility
Daily Work Reports by Gontract APINTO1 Financial Staging Window
Meetings > Materials (%)
Payment Estimate Ac ti .

yment Estimate Accouning > Materials Worksheets (2]
Payment Estimate Approval Decisions
Payment Estimates

2. Search for and select the Contract ID.

T
-
B o 00
Actions  Help  Log off
Contracts Progress Overview
w Contract Progress Overview ~9
Q 000307081 &  Advanced showng e
0 changed
Contract Description Prime ID Prime Nome -
000307061 - @ Highway Improvement 22684 aQ

3. Click the Diary Adjustments tab.

T
v
TR LB

Actions  Help  Log off

Progress Overview  Contract Administration  Contract Documentation  Contract Materials and Acceptance Actions  Items  Payment Estimate Approval Levels ~ Payment Estimate Exception Override  Projects  Subcontracts

Contract Progress Summary
v Contract: 000307061 - Highway Improvement

E3-0

General Contract ID

Comments
Contract Amounts 000307061 Highway Improvements a
Daily Work Reports Deseription
w Contract Amounts
Diaries Highway Improvement
Diary Adjustments -
Y Adj| TXDOT Contract Type Awarded Amount Net Change Amount Approved
Payment Estimats
yment Estimates . CONSTRUCTION $18,857,193.76 $691 47475

Contractors

Vendor Id : Vendor Name Projected Amount Current Contract Amount
Change Orders

22684 : KIEWIT INFRASTRUCTURE SOUTH CO. 24,305,038.72 §24,996,513.47
Contract Adjustments.
Agency Views Let Type

A- STATE LET CONSTRUCTION Contract Status
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4. Click the Select Diary Contract Time Charges button.

T

-

© 9
Actions Help Log off

Progress Overview — Contract Administration  Gontract Documentation  Contract Materials and Acseptance Actions  ltems  Payment Estimate Approval Levels  Payment Estimate Exception Override  Projects  Subcontracts

Contract Progress Summary

v Contract: 0003

ay Improvement

General

Contract Amounts Q Type search criteria or press Enter Advanced  showing 120f 12

Daily Work Reports 0 marked for deletion 0 changed

Select Diary Contract Time Charges... -

Diaries
Time ID Time Descr Diary Date Comments -
Diary Adjustments AD Highway Improvement 11/01/2023 test 123
Payment Estimates > Gurrent time charge New Charge Modified Date Main Pay Est Num
Contractors 1 0 02/06/2024 9:55:28 AM Yes 0003
Change Orders AD Highway Improvement 11/02/2023 Hello? -
Contract Adjustments v 1 0 02/06/2024 9:55:28 AM Yes 0003
Agency Views AD Highway Improvement 11/03/2023 test123 -

5. Search for and select the time charge(s) to adjust.
6. Click the Add to Diary Adjustments button.

Select Diary Contract Time Charges

Q. Type search criteria or press Enter l)AdvanDed Showing 50 of 79
BIECr AT None 0 selected

Select Diary Date Time ID Time Descr Time Chrg

11/01/2023 AD - Highway Improvement 1

11/01/2023 MS-AD MILESTONE(Milestone1)

11/01/2023 MS-AD MILESTONE(Milestone 2)

11/02/2023 AD Highway Improvement 1

11/02/2023 MS-AD MILESTONE(Milestone1)

11/02/2023 MS-AD MILESTONE(Milestone 2)

11/03/2023 AD Highway Improvement 1

11/03/2023 MS-AD MILESTONE(Milestone1)

11/03/2023 MS-AD MILESTONE(Milestone 2)

11/04/2023 MS-AD MILESTONE(Milestone1)

11/04/2023 MS-AD MILESTONE(Milestone 2)

11/05/2023 AD Highway Improvement 0

11/05/2023 MS-AD MILESTONE(Milestone1)

11/05/2023 MS-AD MILESTONE(Milestone 2)

- Add to Diary Adjustments
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7.

8.

9.

time.

In the New Charge field, click the drop-down arrow and select the new charge for contract

Time ID Time Descr
AD Highway Improvement
~ Gurrent time charge New Charge

1

Diary Date

11/01/2023
New Charge* v

. =

0
1

Comments * v

+ Last Update Info

Last Updated By Last Updated Date

Diary Date
11/01/2023
Modified Date

Comments
Main Pay Est Num
‘Yes
Time ID
AD

Time Description

Highway Improvement

Time Unit

Days
w Time

Original Number of Time Units

283.00

Current Number of Time Units

310.00

In the Credit Reason field, click the drop-down arrow and select the reason.

Time ID Time Descr
AD Highway Improvement
™ Current time charge New Charge
1 0
Diary Date
11/01/2023

New Charge* v

0 -

Time Charged

1

Comments * v

v Last Update Info

Last Updated By Last Updated Date

Diary Date
11/01/2023
Modified Date

Comments

Main Pay Est Num

Yes

Credit Reason* v

. =

01 - SATURDAY

02 - SUNDAY

03 - HOLIDAY

04 - TOO WET

05 - TOO COLD

06 - RAIN

08 - ASPHALT SEASON CLOSED

09 - PERFORMANGCE PERIOD

1 - SATURDAY

10-TOO WINDY & DUSTY
283.00

mt Number of Time Units

310.00

In the Comments field, enter additional information about the diary adjustment.

Time 1D Time Descr

AD Highway Improvement
v

Current time charge New Charge

1 0

Diary Date
11/01/2023
New Charge® v

) v
Time Charged

1

Diary Date
110172023
Modified Date

‘Comments* +

v LEsTOmITETTS

Last Updated By Last Updated Date

Comments
Main Pay EstNum
Yes

Credit Reason® v
05-TOOCOLD =
Time ID

AD

Time Description
Highweay Improvement

Time Unit

Days
v Time

Original Number of Time Units

283.00

Current Number of Time Units

310.00

10. Click the Save button.
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