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 Overview 
 

 
By the end of this Module, you will be able to: 

1. Create a Diary 

2. View or Modify a Daily Diary 

3. Review and Approve a DWR (Daily Work Report) on a Diary   
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Creating a Diary 
 

 
1. Select “Daily Diary” from your Construction Dashboard. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. Select the Row Action Button on the Contract you want to add a Diary to. 
 

  
 
 

3. Select “Add”. 
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4. Select “Save”.  
 
 
 
 

5. The Diary will appear to be filled out.  

 
 

6. On the Diary there are several fields that are REQUIRED to be filled out every day 
worked. 

• “Fraction Day Workable” 
• “Controlling Operation” 
• “DWR Work Operations” 

 
 

7. On the Diary there are several fields that are RECOMMENED to be filled out every day 
worked. 

• “Weather” 
• “Low Temperature” 
• “High Temperature”  
• “Inclement Weather” box, if applicable 
• “Traffic Control Devices Present” box, if applicable 
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8. On the Diary there are several fields that can be selected by using the Remarks dropdown 

at the bottom of your screen. If a Remark Type is selected, you must enter a Remark, or 
the Diary will not save.  

 

 
 
 

9. Repeat step 8 if additional remarks are needed.  
 
 

10. Select “Save”.  
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Viewing or Modifying a Daily 
Diary 

 

 
1. Select “Daily Diary” from your dashboard. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. Select the “Row Actions Menu” button on the diary you want to open. 
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3. Select “Open”. 
 
 
 
 
 
 
 
 
 
 
 
 

4. The Diary will open for you to view or modify.  
 

 
 

5. Select “Save” if you make any changes to the diary.  
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Reviewing a DWR on a Diary 
 

 
1. Select “Daily Diary” from your Construction Dashboard. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. Select the “Row Actions Menu” button on the Diary you want to open then select 
“Open”. 
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3. The Diary will open for you to review and approve the DWRs reported for the day. 

  
4. Select “DWRs” on the left side of your screen. 

 
 
 
 
 
 
 
 
 
 

5. Select “Show first 10”. 
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6. The DWRs that need to be reviewed and approved will be listed in the order they were 
created. 

 
7. To review the DWR, select the “Component Actions Menu” and select “Open”. You will 

need to do this for every DWR listed on the Diary. 
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8. The DWR will appear for you to review. Selecting the sections on the left side of your 
screen will allow you to review the different sections of the submitted DWR. 

 
9. Once you have reviewed all the submitted DWRs for each day return to the “Daily Diary 

Overview” by selecting the “Previous” tab to approve the DWRs. 
 
 
 
 
 

10. Select the “Approve Pending DWRs” button to approve all DWRs listed.  
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