
FDOT 
Site Manager
Entering Inspector’s 
Daily Work Reports













From Web
Web Site:  
https://fdotnfuse.dot.state.fl.us/Citrix/MetaFrame/
default/default.aspx

Domain = D5

Type User Name
Type Password



Select Site Manager



Type User Name
Type Password



1.
Choose Contract Admin

2.
Choose Contract Records

3.
Choose Contracts

OPTION #1



Click on “Open folder” icon



Scroll to 
Your 
Contract 
Number 

Then Select OK



Double click on 
“Contract ID”

Or…Shortcut!!



Select OK



Select Site Manager Panel icon



Choose Main Panel

Then Choose Daily Work Reports



Choose Daily Work Reports Again



Automatically Today’s date



Choose Daily Work Reports

OPTION #2



Choose Daily Work Reports Again



Select Services



Select Choose Keys



Then Select OK

Scroll to 
Your 
Contract 
Number 



Double click on 
“Contract ID”

Or…



Select OK



Automatically Today’s date



You can Manually 
enter a different date



Double click on date 
box and select from 
calendar

Or…Shortcut!!

(Note: Date must be before today’s date)



IMPORTANT!!!
Temperature / Weather Conditions are filled out by Senior 
Inspector ONLY!! Make a note of this in the Additional Weather 
Description Remarks section.



Enter information for ALL items in 
Scroll-down list



Disclaimer:

This is how we do it in District Five.

You need to follow your individual District’s 
requirements for filling DWR’s.



When it comes to information in a daily 
Work Report more is always better than 
less.  If it’s not in the Daily one could 
argue that it didn’t happen.
By filling in something in every drop-down, 
(it doesn’t take much longer) it makes it 
clear that you did not leave the box blank 
by accident.
It forces you to remember things you may 
forget (Visitors, Contract Day, Comments 
made to Contractor, Traffic issues, etc.) 

Concepts



This process also ensures that we meet all 
the requirements set forth in CPAM.



If there was an accident document 
what happened, if no accident put 
“No accident”

Accident 



Document any details about the day’s weather.  
Include time durations, and any effect the weather  
had on major work items.  This could be useful if 
the Contractor tries to claim a Weather delay and is 
not entitled.  It may not seem important at the time 
but may become important at the end of the job 
when time is tight.

Additional Weather Description



Contractor is not eligible for a Weather 
Day unless the Weather prevents him from 
working on more than 50% of a pre-
determined controlling Item of work.

Example : If it rains less than 4 hours of a 
8 hour day and the work could continue, 
the Contractor is not eligible.  

This is why it is important to include this 
additional Information in your report.



If there was a Claim Issue document 
what happened, if no Claim Issue 
put “No Claim Issues” or “None”

Claim Issues



If the contractor is in conformance 
with the contract documents put 
“yes”.  If no explain why

Conformance with Contract Documents Y/N



Document Contractor’s name, work being performed,
location of operations (sta. to & from), time each 
operation begins & ends

Contractor Operations



Document any Rental Equipment after  
Contractor Operations description

Contractor Operations

IMPORTANT !!



Rental Equipment 
Sometimes labor and Equipment is 
provided via Rental Agreement.
It is important to check with your PA 
whether these contractors are approved to 
be on the jobsite.
Once it is determined that they are 
approved, it is also important that the time 
they are there is documented. 
Sometimes work was performed and they 
can’t prove it, other times it wasn’t, and we 
can’t dispute it.  This affects their ability to 
get paid.



List controlling Items of work for the day.
If you are not sure about which items are 
controlling items, get with your PA

Controlling Items of Work



EEO Issues

This item used to be used a lot when the Department
had goals. You will probably not ever have to use it, 
but if you have an issue with EEO it would go here.
Talk to your Resident EEO Compliance Specialist if 
You have questions. 



Environmental

Use this to document any Environmental Issues
you may encounter.  If none, put “None”



General

This space is used for a number of items: Contract Day, Instructions 
given to the Contractor / Sub contractor or their representatives, any 
Work or materials that were rejected and why, any delays including 
any items of work affected, any extraordinary work being performed, 
any unusual or unexpected conditions such as flooding or sinkholes, 
any Discussions with representatives of the Contractor / Sub contractor 
or Utility company, any observations by the technician of significant 
importance to the project’s progress



Use this to document Temporary MOT going on that
day, or issues with MOT.  If none, put “None”

Maintenance of Traffic



Use this to document any issues you may
encounter that  don’t fit any other items
better.  If none, put “None”

Other



Use this to document whether the Contractor is
pursuing the work. If they are not put “No” and
explain what is happening.

Pursuit of work? Y/N?



Use this to document whether the contractor is 
In compliance QC Plan.  Review the Contractor QC 
For your project to determine this.

Quality Control Plan Compliance



Use this to document any Safety Violations
you may encounter.  If none, put “None”

Safety Violations



Use this to document any Stockpiled Materials
Delivered to the site.  If none, put “None”

Stockpiled Materials



Use this to document any Subcontractor Operations
going on that day.  If none, put “None”

Subcontractor Operations



Traffic

Use this to document any Traffic Issues
that happened that day.  If any Off-duty
Officers were present.  If none, put “None”



Utility

Use this to document any Utility Contractor
operations going on that day.  If none, put “None”



This is your last Item on the DWR Info tab so 
hit save before you go to the contractor tab

If you don’t save, you will be prompted to, 
select “Yes” to move on. 



Select Contractors tab

Select the New Icon or use the Shortcut Cntl  N
Add all Contractors you covered that day



Select Contractor from drop down list

Site Manager Calculates
These 3 fields for you.



DO NOT use “Supervisor/Foreman Name” section!!!
ALL Personnel to be entered in bottom Personnel Type Section

NEW !!!



Highlight “Personnel Type” Box

Select Personnel types from drop down list

If hours need to be broken up between 
personnel then use remarks



IMPORTANT!!!



TRAINEES
The State has a program in place if the job 
is Federally funded, has a duration of 
more than 225 days, and a construction 
cost of over 1 million dollars, Trainees are 
required
Contractors can also volunteer to have 
Trainees if the job does not meet the 
criteria
Check with your Resident Compliance 
Specialist and your Project Administrator 
to determine if your project has Trainees



IMPORTANCE OF DOCUMENTING 
TRAINEES IN YOUR DAILY WORK 

REPORT

The Resident Compliance Specialist 
monitors the Trainees and they use the 
info you put in your DWR to:
Verify the Contractor’s Payroll is correct
Ensure that the Contractor is meeting their 
Trainee goals
The Trainees need their hours to be 
documented to get promoted



1. Select Equipment Tab

2. Highlight “Equipment ID” box

3. Select New



Select Equipment types from drop down list

If hours need to be broken up between 
equipment or if you want to put specific
Information then use remarks



Select the New Icon or use the Shortcut Cntl N
add additional Equipment



IMPORTANT!!!!
If they are not on the drop down list notify your PA 
Immediately!!  They MUST have an approved Rental Agreement
to be physically allowed on the project due to Insurance Liability. 

Rental Equipment

Select Company name from drop down list



Select Equipment types from drop down list



Remarks Bubble:  If you would like to add additional comments
Relating to a particular piece of equipment, you can use this.



You will know there are Remarks for a piece of Equipment 
If the bubble has lines.



IMPORTANT!!!
DO NOT use the Daily Staff Tab, Work Item
Tab, or the Force Accounts Tabs!!!!







Use the Delete Icon to delete a
Contractor, Crew, or Piece of 
Equipment.



Review your work report and make any changes necessary

Select the Preview DWR Icon



We want
This:



Not this:



When you go to add the next day’s activities, Sitemanager
Will prompt  whether you want to copy the contractor’s Info.



Note:
If you leave Sitemanager and re-enter at a 
later date, you must overwrite the date and 
press the Tab or Enter key in order for it to 
ask you if you want to copy the 
Information.



Note: This will only copy the Contractor & Contractor Equip. Tabs 







Note: Discuss 
with your PA if 
they want you to 
do these two.



CIM (Contract Information & Monitoring)

Select Enterprise Applications



Click on CIM link



This information is updated 
nightly from Sitemanager’s 
main Database.



Enter Contract # or FIN # for Project Specific Information 

















Ad-hoc Reporting System

Select Offices



Select Construction Intranet



Select Ad-Hoc 
Report System



Select Statewide Construction Dashboard 



Select the Daily Work Reports Tab



These are easy ways to view 
Information in Daily Work Reports









Things to Remember
Try to provide a detailed narrative that 
someone who was not on the job could 
read years from now and know exactly 
who, what, where, and when something 
happened.
Documenting what did not go on, is just as 
important as what did.
Be objective, try not to editorialize.  
Record the facts only!!



Presented by: Jack R. Davis 
District 5 Construction Support Specialist

jack.davis@dot.state.fl.us
386-943-5463



THANKS!!!


	FDOT �Site Manager
	Slide Number 2
	Slide Number 3
	Slide Number 4
	Slide Number 5
	Slide Number 6
	From Web
	Slide Number 8
	Slide Number 9
	Slide Number 10
	Slide Number 11
	Slide Number 12
	Slide Number 13
	Slide Number 14
	Slide Number 15
	Slide Number 16
	Slide Number 17
	Slide Number 18
	Slide Number 19
	Slide Number 20
	Slide Number 21
	Slide Number 22
	Slide Number 23
	Slide Number 24
	Slide Number 25
	Slide Number 26
	Slide Number 27
	Slide Number 28
	Slide Number 29
	Slide Number 30
	Slide Number 31
	Slide Number 32
	Slide Number 33
	Slide Number 34
	Slide Number 35
	Slide Number 36
	Slide Number 37
	Slide Number 38
	Slide Number 39
	Slide Number 40
	Slide Number 41
	Slide Number 42
	Slide Number 43
	Slide Number 44
	Slide Number 45
	Slide Number 46
	Slide Number 47
	Slide Number 48
	Slide Number 49
	Slide Number 50
	Slide Number 51
	Slide Number 52
	Slide Number 53
	Slide Number 54
	Slide Number 55
	Slide Number 56
	Slide Number 57
	Slide Number 58
	Slide Number 59
	Slide Number 60
	Slide Number 61
	Slide Number 62
	Slide Number 63
	Slide Number 64
	Slide Number 65
	Slide Number 66
	Slide Number 67
	Slide Number 68
	Slide Number 69
	IMPORTANT!!!
	Slide Number 71
	Slide Number 72
	Slide Number 73
	Slide Number 74
	Slide Number 75
	Slide Number 76
	Slide Number 77
	Slide Number 78
	Slide Number 79
	Slide Number 80
	Slide Number 81
	Slide Number 82
	Slide Number 83
	Slide Number 84
	Slide Number 85
	Slide Number 86
	Slide Number 87
	Slide Number 88
	Slide Number 89
	Slide Number 90
	Slide Number 91
	Slide Number 92
	Slide Number 93
	Slide Number 94
	Slide Number 95
	Slide Number 96
	Slide Number 97
	Slide Number 98
	Slide Number 99
	Slide Number 100
	Slide Number 101
	Slide Number 102
	Things to Remember
	Slide Number 104
	THANKS!!!

