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Daily Reports Quick Reference Guide

This topic provides a reference for the Project Center Daily Reports activity center.

Purpose

Use daily reports to create an official record of the jobsite status and activities for the day.

Audience

Construction superintendents

Key Features

e Integration with Field Notes mobile app for collecting team observations and photos on the go.

e Copy forward the previous day’s report for easy editing.
e Embedded action items to track accountability for follow-up activity.

e Record work progress, deliveries, major events, weather observations, subcontractor headcount &

activities, internal personnel, visitors and rental equipment.
e Draft and Final status to protect report from inadvertent changes.
e Full functionality through the Info Exchange website interface.

To create a daily report

1. In the Daily Reports activity center, select Create Daily Report in the Tasks panel. Alternately, highlight an

existing report and select Create Similar Daily Report to save data entry time. All information (except the ID)

copies to the new record.
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2.

In the Create Daily Report dialog box, fill in the Report Date and ID and add contacts in the To and CC fields

for distribution of the final report. Select the Word Form Template that will be merged for the final report.

(& Create Daily Report

I Report Date: I

Created By

===

Maonday

- =]

i f Status:

T =1 :

June 02, 2014

I Form Temelate:l Daily Reports

-

Drescription Weather

Subcantractors Internal Personnel

Equiprnent m

Visitors

Add from Field Notes Create Action Item Add New Create Similar Delete
H order Urgent Category Remarks Author Supporting Docs
1* = -
Keywords:
Ay [[] Mesxt Action: | Wiew Form

Select the Observations tab and add observations using the Add New button for a blank row, or Add from

Field Notes to select from the Field Notes activity center. The source field note is not affected by edits made in

the resulting daily report observation.

[ Diescription Weather Subcontractors Internal Persannel Wisitars Equiprnent lIlZ‘
| Add from Field Motes | Create Action Item | Add Mew | Create Similar Delete
Urgent Category Remarks Author Supporting Docs
1* = -
-
& Choose Field Note
Select Item
‘ All Field Notes {26} - Filter all Columns
| ID -~ Created Author Subject
Keywords:
Y T T Y
A’ 0o00cd 7/31/2013 - . Testing letters and numbers
[ | 00001 1/10/2013 is using a new laptop

Add data as needed for the observation.

e To change the order of the observations, select the checkbox

up/down arrows to change its position.

for an observation and use the

e Category is a required field. The list is controlled in keywords by the Global Administrator.

e Add a description of the event, activity or issue in the Remarks field. Use the ellipsis button to

open a larger window for editing the field.

e Author defaults the name of the current user. If added from field notes, the author of the field note

is entered in that field.

Description Weather Subcontractors Internal Personnel Visitors Equiprment W
E add from Field Motes Create Action Item Add Mew Create Simnilar Delete
Urgent Category Remarks Author Supporting Docs
|1 [} Field Mote « This picture is ... 1 File
/2 [} Field Mote - Walkaround
3 = Field Maote ~ 4/8/14 at 1:51.., 1 File
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5. Any media files brought in via field notes are attached to the observation row in the Supporting Documents

field. Use the ellipsis button to view the attached media, or to browse Project Files to select additional files.

Description Weather Subcontractars Internal Persannel Visitors Equiprnent | 4| *
11 8 Add from Field Motes Create Action Item Add Mew Create Similar Delete
& | | | | |
1 =] Field Mote v 4/8/14 at 1:51... Qa One <.. 1File
Vas
%Suppomng Documents ==
Set Order,.. Wiews ¥ Add Files - Share with External ~ Remove

| | Related Items (1)

[N photo-Qa One-04-05-14 13.51.3...

6. Other items can be added in observations. Select the checkbox of an observation item. Use the buttons on the
Observations tab to either Create Action Item, Create Similar (which copies the observation row to add a

new one) or Delete.

o Description Weather Subcontractars Internal Personnel Visitars Equipment | 4| *
1118 Add from Field Motes I Create Action Item I Add New | Create Similar " Delete I
= | | | | | |
1 =} Field Mote v 4/8/14 at 1:51... 1 File
2 [} Field Mote ~ This picture is ... 1 File
=3 = Field Mote » Walkaround

7. If you select Create Action Item, it embeds the action item on the Observations tab. The action item pane can
be viewed or hidden using the expand/collapse button for the observation. Fill out the minimum fields for the

action Item. To add more information or to update the action item status, use the Action Item activity center.

ED 1 = Field Note v 4/8/14 at 1:51... 1 File
O] | | | | |
[F] Auto Mumber Action Itern »  Aerial lift - basket  MNormal v & (...

8. On the Description tab list overall comments about the day. Text in the Internal Notes section is not included

in the final report and is not visible on the Info Exchange to external team members.
Ohservations Weather Subcontractars Internal Personnel Visitors Equiprnent | * | *

B I L & Verdana -wviv_f_r;gziz_Eg::EEﬁg 1 A Q

1. Rain over the past two weeks has slowed down the sitework subcontractor's progress.
2, Temp facilities and utilities are installed, Jobsite layout is well organized,

Internal Motes:

9. On the Weather tab select Add New to add weather data for the day. Add new rows for each weather reading

taken during the day.

Ohservations Description Subecontractars Internal Persannel Visitars Equipment | 4|
Precipitation Total: | Add Mew |
Ol | |
[ 8:00 &M 65 10 mph light rain
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10. On the Subcontractors tab select Add New to add rows listing subcontractors on site for the day.

e Click in the Company field and use the ellipsis button to select a company from the Choose
Company dialog box. The Discipline field fills in from the company record.

e Enter the Headcount for number of subcontractor employees on site, and enter text for
Description of Work performed by the subcontractor.

e Subtotals at the top of the tab count the number of companies and subcontractor headcount based

on the row information.

Ohservations Description Wiegather s ntractars Internal Personnel Visitars Equipment | ' [ *
Total Subcontractors:2  Total Headcount: 12 | Add New |
O | |
[] COA Constru...  Construction; 10 prep work for parking lot
] Acs Electrical; 2z underground conduit

11. On the Internal Personnel tab select Add New button to add any internal personnel.

e Click in the Contacts field and use the ellipsis button to select contacts from the Choose a Project
Team Member dialog box. The selection list is filtered to display internal team members. The Job
Title field fills in from the contact record.

e Use the On Site checkbox to indicate whether the individual is at work that day. Enter text in
Notes field to describe work performed.

e The subtotal at the top of the tab counts the number of employees on site that day based on the

row information.

Observations Diescription Wreather Subcontractars Interna e Visitars Equiprment | ' | "
Total Onsite Headcount: 3
Ol | | | | :
= . Assistant Project Mana... 1/2 day vacation
I} . Assistant Superintend... formwark for panels E
I} Carpenter Forerman = out sick
) < .. Carpenter formwark for panels

12. On the Visitors tab select Add New to add rows for any visitors on the job site for the day.

e Click in the Company or Contact field and use the ellipsis button to select the company or contact
to add to the visitors list. The Job Title field fills in from the contact record. Alternatively, type the
information into the field if the visitor is not a regular part of the team.

e Enter text in the Purpose field to describe the reason for the visit.

e The subtotal at the top of the tab counts the number of visitors on site.

Ohservations Description Weather Subcontractors Internal Personnel m Equiprment | ' | *

Total Headcount: 1 | Add New |
Ol | | | |

[7] Alpine College Director of Facilities weekly subcontractor meeting
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13. On the Equipment tab select Add New to add rows listing any equipment on site for the day. You can select
from the Equipment drop-down list or type in the equipment name. This information can be helpful for

accounting to validate rental invoices.

Description Weather Subcontractors Internal Personnel Wisitors Email Lag {0) |
Total Count: 7 Add New
O | | | | | |
[[] Grader - 1 GE Capital 9535 6/27/2014
[] Durmnpster - 4 United Disposal several 9/25/2014
[] Office Trailer = 2 Scotsman /A 9/25/2014

14. Add files on the Supporting Documents tab as needed. They can be included as attachments to the final
transmitted daily report. Examples are daily reports submitted by the subcontractors, safety incident reports,

delivery tickets or material test reports from lab personnel.

Visitors Equipment Email Log {0} Related Items (3)

Supporting Document: Change Log

Set Order.., Wiews -

B 0408422 pdf No

= image000.png Mo

In order for supporting documents to be visible to external team members on the Info
Exchange website, each file must be specifically shared. Highlight the supporting document file

name, select Share with External and select Yes to share the file.

15. Select OK when done to save the report.

To finalize and distribute the daily report

The Finalize action changes the status of the site visit report to Final. That makes the record read-only
and a PDF of the report is saved in the Project Files Record Copies folder. If changes are needed before
sending, the report can be reverted to Draft (see below).

1. To finalize a daily report, highlight a draft daily report in the Daily Reports activity center and select Finalize
from the Tasks panel.

2. Once finalized, the Send action takes you through the steps of distributing the report via email or Info Exchange.
If you decide you are not ready to do this you can close the screen and perform this step later from the Tasks
panel.

3. The Finalize and Send action combines both of these actions together.

DAILY REPORTS - ALPENGROYE ENY¥IRONMENTAL SCIENCE CENTER
Selected Daily Report ﬂ all Daily Reports (9) -

Modify
Create Similar Daily Report | | | |
View Form Y Y h 4 Y
Finalize 123456 6/2/2014 Monday Craft
Finalize and =end 4321 9/12/2013 Thursday Final
send 5432 9/12/2013 Thursday Final
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To revert a daily report to draft status

If you need to make changes to a finalized daily report, use the Revert to Draft task.

1.

Select the finalized daily report in the Daily Reports activity center and select Revert to Draft from the Tasks

panel.

DAILY REPORTS - ALPENGROYE ENYIRONMENTAL SCIENCE CENTER

Selected Daily Report ff Al Final Daily Reports (6) -

Modify

Create Similar Daily Report

View Form Y h 4 Y Y
4321 3/12/2013 Thursday Final

send 5432 9/12/2013 Thursday Final

Make edits, re-finalize, and re-send the daily report. A new PDF of the revised report will be saved in the Record

Copies folder (along with all previous versions) and latest version is displayed on the daily report's Preview tab.

The Change Log tab shows the history of each finalization.

To create the next daily report

Once a daily report is created and saved, you can use it as the basis for the next daily report within the

same series.

1.

Highlight the daily report in the Daily Reports activity center select Create Similar Daily Report from the

Tasks panel. This option saves data entry time when creating the next day’s report. All information (except the

ID, Weather tab info, Supporting Documents and Related Items) copies into the new record, and can be

edited as needed.

DAILY REPORTS - ALPENGROYE ENYIRONMENTAL SCIENCE CENTER

Selected Daily Report
Modify

I Create Similar Daily Report I

Wiew Form
Revert to Draft
Send

ﬂ All Daily Reports (9) -

Y A d Y hd
123456 B/2/2014 Monday Draft

4321 9/12/2013 Thursday Final
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To view daily reports on Info Exchange

Both internal and external project team members can view, edit, and create daily reports from the Info
Exchange website (depending on permissions).

1. Log into the Info Exchange website and select the project. Select View > Field Management > Daily Reports.

1999009.00 - Alpengrove Environmental Science Center

MY PROJECTS DIRECTORY ~ PROJECT HOME SEND ~ HELF ~
Files and Documents Field Management
¥ File Transfers (% Field Notes
Send te} Shared Folders I @ Daily Reports
[ pocument Sets O site visits

|} Files

‘( -
[8 Record Documents L—"‘ Punch List

By default external users can only see daily reports they send or receive.

2. In the Daily Reports log, select a daily report to see the details. Use the buttons on the Daily
Report page toolbar to finalize, modify, delete, create next in series and more.

Daily Report
Report Date: 6/2/2014 Day: Monday
1D: 123456 Status: Draft
Created By: - - - - Total Sub: 1
To: qak 1 Total Internal: 1
CC: - Total Visitor: 1

Form Template: Daily Reports
Keywords:

oBseRVATIONS || pescripTioN || weaTHer || sueconTracTors |[ iternaL personneL |[ visrrors | equipment |[ EmaL Loc

Order « Urgent Category Remarks A

1 Field Note using a new laptop It has a better screen than the last one A

Supporting documents are available by default for internal users on the Info Exchange website. To
share them with external users, the file has to be marked to Share with External from the daily

report in Project Center.
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