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slade
Callout
Verify role.
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slade
Callout
Click "Contract Progress".
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slade
Callout
Enter your contract number.
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slade
Callout
1.  Click the row action button

slade
Callout
2.  Click "Open".
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slade
Callout
Click "Diaries".
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slade
Callout
Click "Add".
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slade
Callout
1.  Verify the date.  Default is today's date.

slade
Callout
2.  Select day's weather from drop down.

slade
Callout
3.  Enter the Low and High Temperature for the day.

slade
Line

slade
Callout
4.  Enter the Controlling Operation for the day.

slade
Callout
5.  Select the Remarks type from the drop down.  You MUST add the Project Diary type before you can add any other type.

slade
Callout
6.  Enter Remarks.

slade
Callout
7.  Click "Save".
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slade
Callout
Click "Contract Times".
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slade
Text Box
IF this is a CCD project and you are NOT charging damages, you can skip this page.

slade
Callout
1.  Click this box if the contractor was working.

slade
Callout
2.  Enter "1" if a day should be charged.

slade
Callout
3.  Click "Save".
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slade
Callout
2.  Click "Approve Pending DWRs".

slade
Callout
1.  Click "DWRs".

slade
Text Box
NOTE:  IF the DWR is in the "Draft" status, you will have to go to the DWR and change it to Pending or Approve.
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slade
Callout
1.  Click "DWR Remarks".

slade
Callout
2.  Click "Select DWR Remarks".



 

13 UPDATED 01/22

slade
Callout
1.  Select the appropriate DWR Remarks to be added to the Diary.

slade
Callout
2.  Click "Add DWR Remarks to Daily Diary".
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slade
Callout
Click "Contract Progress".



The Working Days Charged_CCD Time Charged Report can be 
accessed through the Reports Portal under AASHTOWare 
Project then click on Construction. 

The Daily Diary Report can be accessed through the Diary 
Screen for that specific day or through the Global Actions button 
and Generate Report. 
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