
OPEN THE MODULE
• Choose Project Forms -> Daily Reports
• This displays the Manager View for the module and shows all records.  
• To search for a document to modify, use the columns to filter for the data you need.  For 

example, use the Record # column to search for a document.
• To add a new document, click the Add button 



ADD A NEW RECORD
• Enter all relevant information in the document.  Any field marked with an asterisk is a required field.  Note:  Weather conditions 

will be completed in the SDA Data section at the bottom of the screen. 
• Remember that this document will need to be set to closed upon completion.
• Click the Save button when finished.  



ADD DETAIL ITEMS
• Click Add on the Main tab to add additional detail items.  Information includes Materials, Equipment type and Visitor information. 

Click the Save button in the Details section after each entry.

ADD TIMESHEET
• Click Add on the Timesheet tab to add information about the field force.  Click the Save button after each entry.



ADD SDA DATA
• Click Edit on the SDA Data tab/subtabs to add detailed information about the weather conditions. Click the Save button in the 

Details section after each entry.

NOTES
• Click Add on the Notes tab to add additional notes as needed.  Click the Save button after each entry.



ADD ATTACHMENTS
• Drag and drop files on the Attachments tab to add attachments (or click the Add button).  Click the Save button after each entry.



NOTIFICATIONS
All project CM’s must send a Notification (email) to the project team members when the Daily Report is ready for review.  To send a Notification, click 
the envelope button on the toolbar.

The From name will automatically 
populate.  Complete the To, CC, BCC 
(as needed) using the choices in the 
selection list.  You can include 
someone’s name who is not in the 
selection list using the Manual CC 
field.  

Select the desired attachments to 
include in the email (Select to Attach 
to Email).

If needed, you may add additional 
comments in the email body window.

Every email that is sent out of the 
system will automatically create an 
entry in the Notifications tab.
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