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HDOT p Test Project

WORK REPORTS S

£ Data v

To create a Work Report, select a project and then b Service ~
click on Work Report under Service BMP Inspection

BMP Monthly Compliance
Change Order

Deficiency Tracking
FileCabinet

Liquidated Damages
Materials On Hand
Material Tracking

Pay Estimate

RFI

Sample Card Concrete
Grout

Sample Card Field Test
Submittal

Work Report

WSWD
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The Work Report
Log Grid will appear @ Fiter

ReportD...~

05/11/2...

05/16/2...
07/09/2...

08/09/2...

07/15/2...

WORK REPORTS

Work Report

w

EP5/11/18

FRO516

220Test-1

TEST

ky08072018

080918-Test1

Entry for Payment Re...
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Status

Approved

Approved

Reviewed

Reviewed

Approved

Submit

Submit

Locked

w

Inspector

Keith Yamamoto

Facsrep

Facsrep

Facsrep

Stephanie Kuroda

Keith Yamamoto

Facsrep

Facsrep

Pay Period
06

06
01-Jan
01-Jan
01-Jan
01-Jan
01-Jan

01-Jan

@New

~  Condition

Clear

Clear

Clear

Qvercast

Wet Ground

v rows per page

w

Created

04/

05/11/2018

05/1

06/11/2018

07/09/2018

08/

08/09/2018

08/2

w

Modified

05/22/2020

05/22/2020

05/11/2020

05/18/2020

1-100f 50 items




WORK REPORTS

Click on the New Work Report
button to create a
neW WOI"I( Report ¥ | Status ~  Inspector ~  Pay Period ~  Condition ~  Created ~  Modified

04/04/18 Approved Keith Yamamoto 06 Clear 04/ 018 05/22/2020
05/11/2... EP5/11/18 Approved Facsrep 06 Clear 05/11/2018 05/22/2020
05/16/2... FRO516 Reviewed Facs rep 01-Jan Clear
06/08/2... 220Test-1 Reviewed Facs rep 01-Jan Overcast
07/09/2... TEST Approved Stephanie Kuroda 01-Jan 09/ 2( 05/11/2020
08/07/2... ky08072018 Submit Keith Yamamoto 01-Jan 08/08/2018 05/18/2020

09/2... 080918-Test1 Submit Facsrep 01-Jan 08/09/2018

07/15/2... Entryfor PaymentRe... Locked Facs rep 01-Jan Wet Ground 08/23/2018 12/02/2019 -

OWS per page 1-10of 50items
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WORK REPORTS

X +

The Work Report is
divided into eight parts

& @ app.facsware.com/90/WorkReport/EntryFormService/1073633

HDOT > TestProject Q K Keith v

l. Description & Admin Work Report & NotrR

% Data v
2. Reference
Y Service ~ -
3 T| me Arehive , DESCRIPTION
BMP Inspection
+ REFERENCES
BMP Monthly
4 Weath e r Compliance
Change Order
Deficiency Tracking
5. ltems J—
Email
Feedback
6 . Labo r FileCabinet
Liquidated Damages
7 E H Materials On Hand
: q u I P m e nt Material Tracking » EQUIPMENT
Pay Estimate
8. Remarks  reas

Sample Card Concrete
Grout
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WORK REPORTS

. . HDOT > TestProject Q K Keith ~
Description - ID
& Admin ~ Work Report . Notify Recipients —SUBMIT -
The ID is an & Data o e « »
identifier for the E Service ~ ~ Expand all sections
Work Report. It is ohp Monty 7 DESCRIFTION
OPtionaI, but it WiII BMP Inspection 1D kytest Inspector Keith Yamamoto
be mor'e relevant Deficiency Tracking Report Date 02/20/2019 Status Submit
when working with ...
Force Account pay . . B .
itarme Suggested format of the ID is FLMMDDYY, where FL is the initals of the first and last

name of the writer, MMDDYY is the date of the report.

For Force Account work, the recommended ID format is FAXXX.XXXX, where the FA
designates the work report for a Force Account and the XXX XXXX is the force
account pay item number
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WORK REPORTS

HDOT > TestProject Q K Keith v

Description — Report
Date & Admin ~ < WorkReport Notify Recipients

ﬁg Data 7 Las! 1 he =
The Report Date can o
E Service ~ EXpand all sections
be Chosen from the BMP Monthly ~ DESCRIPTION
opu Ca|endar' Compliance
P P P s Inspector = Keith Yamamoto

function or entered in  cungeorser

the following format =~ ™

M M/D D/YY FileCabinet S FEBRUARY 2019
Feedback

Liquidated Damages

Report Date / 019\ Status Submit

Materials On Hand
Material Tracking

Pay Estimate WEATHER
RFI

Sample Card Concrete
Grout

Sample Card Field Test

Cithmittal
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WORK REPORTS

Description — Pay Period 9 WorkReport @ e i
Last ec 10 Sep 19 2019. 4 L »
Use the pulldown menu to assign a A Colapealsecions
Pay Period to the Work Report " DESCRITION
ID fTestaa l Inspector Inspector Test
If the pay period is not known at

the time of writing the Work
Report, the Pay Period may be left
blank and filled in later

Note: The Pay Period needs to be
established in Service — Pay
Estimate before the Pay Period is
available in this pulldown menu

>
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WORK REPORTS

HDOT > TestProject Q K Keith v

& Admin v < Work Report S prnt Notify Recipients _
Attach all documents = o~ «”

that support a Work 0 s A

Report. Supporting ot

BMP Monthly

documents may include, =~

Change Order

b ut is n ot I i m ited to: Deficiency Tracking

Email

References:

v Expand all sections

~ DESCRIPTION

~ REFERENCES

Feedback

* Pictures S
C PD FS (Plan SheetS, M:t:::\:'ra'::ki: Drop your files here

Pay Estimate

delivery tags,etc.) ..

Sample Card Concrete

C S P read s h eets fo r Sample Card Field Test
calculations ot




WORK REPORTS

HDOT > TestProject Q K Keith v

References:

& Admin v

One method of attaching =« -
a supporting document  ® == °

Archive

to aWork Reportis to s R

BMP Monthly

~ DESCRIPTION

Drag and Drop a file. o

Feedback

drag and drop files here

Drop*here

FileCabinet

TO d rag a. n d d rO P’ grab a Liquidated Damages

Materials On Hand

fi I e fro m yo u r CO m P ute r' Material Tracking

Pay Estimate

and drag into the limits

Sample Card Concrete
Grout

of the dashed line

Submittal

rectangle o

WSWD
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WORK REPORTS

References:

Another method of attaching a supporting

document is to select a file in the FACS File
Cabinet (under Services). After clicking on
the New button

Select a file or files and click

|. on the Insert button to attach the file(s)
and close the File Cabinet

2. on the Insert+ button to attach the
file(s) but keep File Cabinet open to
allow continued search for files

USERS GUIDE TO WORK REPORTS (FACS)

-----

File Cabinet

'@ Test Project
[ 05312018 HDOT TestPrc

[ 05312018 HDOTTestPro,
3 April 2019
3 BMP reports
[ Correspondence
[0 duplicate files
3 Image Folder
3 NewFolder

[ same images from QA

[ Test Folder

Test Project

05312018 HDOT
TestProject...

BMP reports

Image Folder

05312018
HDOTTestProje...

Correspondence

NewFolder

April 2019

duplicate files

same images

from QA

CLOSE



References:

To view or delete any of the "™
supporting document(s), click
on the document(s)

(highlighted light blue) and
.

WORK REPORTS

Deficiency Tracking ~ REFERENCES

Feedback

Liquidated Damages

Material Tracking

Pay Estimate
213.JPG
RFI

Submittal

Work Report

Click on the View button .
to view the document(s)

Click on the Delete
button to delete the
document(s)

USERS GUIDE TO WORK REPORTS (FACS)

Sample Card Concrete Volvo Paver.jpg
Grout

*  Notes

exposed rebar in concrete deck

notes

s

|’ & Open H @ View H MM Delete |




WORK REPORTS

Time HDOT > [ Q S
|. Enter the . e T EE———
Contactor Shift : ) S -
Start Time —This ism A U—
time can be used EMP nspecion U—
to document when ge e
the Contractor T
begins a lane e
closure
3 2. Enter the Contractor 3. The Contractor Total Time
Shift End Time —This represents the total time that
time can be used to the Contractor spend on site

document when the
Contractor ends a lane
closure

USERS GUIDE TO WORK REPORTS (FACS)




WORK REPORTS

HDOT > TestProject Q K Keith v

Weather

& Admin i < Work Report Notify Reclplents
Use the pulldown menu . .. . s e L .2 « »
to enter a Weather E servi ~ v Expand all sections
condition in Condition S— DESCRIPTION
Compliance

BMP Inspection

If additional weather
conditions are needed, WEATHER

FileCabinet

Please Contact the Feedback Condition Rain Amount
H D OT FAC S Hauidated Damages Time Measured

Materials On Hand

Ad ministrator Material Tracking Rain Comments
Pay Estimate
RFI

Sample Card Concrete
Grout

USERS GUIDE TO WORK REPORTS (FACS)




Weather
l.

Enter the Rain Amount
recorded for the day

Enter the time the rain
measurement was
taken in Time
Measured

Enter any comments
or notes regarding the
weather condition or
rain measurement in
Rain Comments

HDOT
& Admin v
O Data v
I Service A
Archive

BMP Inspection

BMP Monthly
Compliance

Change Order
Deficiency Tracking
Email

Feedback
FileCabinet
Liquidated Damages
Materials OnHand
Material Tracking
Pay Estimate

RFI

Sample Card Concrete

WORK REPORTS

> TestProject

Work Report

Last edit made 17 hours 220

v Expand all sections

+ DESCRIPTION
REFERENCES

» TIME

~ WEATHER

USERS GUIDE TO WORK REPORTS (FACS)

K Keith W




WORK REPORTS

HDOT > TestProject Q K Keith v

ltems
& Admin v Work Report & Pt Notify Recipients _

i')': e - Last edit made 17 ho & »

Documented the work
activity on a project shallbe * =~ ~ |HE——

Archive
BMP Inspection

associated to pay items. s

BMP Monthly
Compliance

Change Order
Deficiency Tracking
WEATHER
Email
Feedback

Click on the New button to .

Liguidated Damages

associate work to a new pay o

Material Tracking

item.

RFI

“  Item Descriptio..; Quantity Location “  Item Remarks ¥ Company

Sample Card Concrete
Grout

Sample Card Field Test
Submittal

‘Work Report

AAICAAMIY
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WORK REPORTS

The Item Detalil temDeta
input screen
appears

~  ltem Number ~  Item Description ~ | Unit Price ~  Par/Non-Par ~  Unit of Measure ~  Original Qty ~  Extra Work Item

The Item Detail
d ata i n C I u d e S Bridge Test ltem 12,345.678912345 Participating EA 0001

Bridge MOT 22 Non-Participating LS 22 checked 0002

Bridge 3.000 udg 0 10 Non-Participating ALLOW 0 0003
|. Pay ltems

2. Quantity

Company

3. Company

Item Remarks

4. ltem Remarks

5 . Location @) Filter

Location

USERS GUIDE TO WORK REPORTS (FACS)




WORK REPORTS

ITEM DETAIL
ltems — Item
Detall - @) Filter
. Type Code ~  ItemMNumber ~ Item Description - Unit Price ~ | AuthQty - Par/Mon-Par ~  Unit of Measure ~  Original Qty - Extra Work Item
Selection of
Pa'y Item Eridge 100.0000 Test ltem 2 125 ] Participating EA 1 0001

Eridge 22.0000 MOT Non-P, Noating 15 checked 0002
Eridge 3.000 non-par-non-extr ] ] Cipating ALLOW 0003

Select a Pay Item for which work was performed during the work shift (highlighted light blue) and click on the Select
Button

The Pay Item or the Pay Items selected will be used later for the associated Labor and Equipment

USERS GUIDE TO WORK REPORTS (FACS)




WORK REPORTS

Item Detail

Items — Item Detail —

Selection Of Pa,y Item ITEM DETAIL
Type Code Item Number Item Description Unit Price Auth Qty Par/Non-Par Unit of Measure Original Qty ExtraWork Item
To c h ange th e Pay |te m ) e saooen M 1 22 Non-Participatir LS 22 checked

click on the Edit
Selection button,

deselect the pay item
(no longer highlighted
light blue), select a new
pay item (highlighted
light blue) and then click
on the Select button
(previous slide)

USERS GUIDE TO WORK REPORTS (FACS)



WORK REPORTS

ltems — Item Detail — Quantity

Enter the quantity for the
selected pay item for payment.

Quantities entered will be
either:

A measurement of the Unit of
Measure (Unit Price Pay Item),
or the dollar amount of a
lump sum (LS), force account
(FA), or similarly structured
pay item

Item Detail

ITEM DETAIL

~  Item Number v v nit Price ~  AuthQty v v easure ~  Original Qty

Test ltem 20 12,345.678912345 Participating EA

MOT 22 Nen-Participating LS

non-par-non-extr 0 10 Non-Participating ALLOW



WORK REPORTS

ltem — Item Detail — Quantity

There are several options for entering quantities for payment. Here are 3 possible options:

The Inspector enters no quantities and the Project Manager creates a separate Work Report to enter quantities
for payment (Inspector should note their proposed quantities in the Item Remarks)

The Inspector enters no quantities and the Project Manager writes in the quantities in the Work Report using the
Inspector’s proposed quantities written in the Item Remarks input field. The Project Manager enters the
quantities during the review and approval of the Work Report

The Inspector enters quantities and the Project Manager adjusts the quantities as needed (during review and
approval of the Work Report

USERS GUIDE TO WORK REPORTS (FACS)
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Items — Item Detail -
Company

Use options in the
pulldown menu to select
the Company (Prime,
Subcontractor, or Vendor)
performing the work for
the selected pay item

The company list is
populated under Admin —
Project Admin — Project
Companies

WORK REPORTS

Item Detail

ITEM DETAIL

@) Filter

Type Code ~  Item Number v v nit Price ~  AuthQty

12,345.678912345 Participating
22.0000 22 Non-Part ting

3.000 non-par-non-extr 0 10 on-Par ting ALLOW

Quantity

Company



WORK REPORTS

Items — Item Detail — Item
Remarks

Enter the details of the work
for the selected pay item

Other activities not associated
with the pay item shall be
entered under
Problems/Remarks, which shall
be discussed later

Item Detail

ITEM DETAIL
@) Fiter

~  Item Number v ~ nit Price ~ AuthQty - - easure ~ Original Qty

TestItem 20 2,345.67891234 Participating EA 0001
22.0000 MOT 22 Non-Participating LS 22 checked 0002

3.000 non-par-non-extr 0 0 Non-Participating ALLOW 0 0003

Quantity

Company
Item Remarks



WORK REPORTS

Item Detail

Items — Item Detail — Location

ITEM DETAIL

Click on an existing location (highlighted
light blue) where the work for the selected
pay item was performed and click on the
Select Button

An existing location, from the list, cannot be
edited. A new location will be required

USERS GUIDE TO WORK REPORTS (FACS)
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WORK REPORTS

Location

H-1Eastbound Site 5 OB

Items — Item Detail — Location

To change the location, click on the Edit Selection button, deselect the current location (no longer
highlighted light blue), select the new location (highlighted light blue), and then click on the Select button
(see previous slide)

USERS GUIDE TO WORK REPORTS (FACS)
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WORK REPORTS

Items — Item Detail - Location

To add a new location (not included in the
location list), click on the New button

Add a unique location and click on the Save
button. The new location is now available

Location

for use

USERS GUIDE TO WORK REPORTS (FACS)
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WORK REPORTS

Items

Repeat the pay item selection process until all
pay items worked on during the workday are
represented

USERS GUIDE TO WORK REPORTS (FACS)

27



=

Select an existing
pay item entry
(highlighted light
blue) and click on
the Open button to
review or edit the

pay item entry

WORK REPORTS

HDOT
& Admin v
o Data ~
D Service A~
Archive

BMP Inspection

BMP Monthly
Compliance

Change Order
Deficiency Tracking
Email

Feedback
FileCabinet
Liquidated Damages
Materials On Hand
Material Tracking
Pay Estimate

RFI

Sample Card Concrete
Grout

Sample Card Field Test
Submittal
‘Work Report

WSWD

Test Project

Work Report & et

DESCRIPTION

+ REFERENCES

s WEATHER

® ) Filter

Item a ~  Item Descriptio.-  Quantity Location

100.0000 Test ltem 100 STa. 1+00

USERS GUIDE TO WORK REPORTS (FACS)

Item Remarks

Documentation of the work performed

K Keith v

LK »

Company

Toyota Honda

28



WORK REPORTS

HDOT > TestProject Q K Keith v
Labor: - -
fdmin Work Report & et e et - |
Document all Laborona *™ ~ |
. B Service N all sections
P rOI e Ct . DESCRIPTION
To add Labor to aWork .. J—
Report, click on the New ...

Liquidated Damages

button
Material Tracking
Pay Estimate

RFI = ©  Category Company TotalHours - Overtime Hours - Labor Remarks

Sample Card Concrete
Grout

Sample Card Field Test
Submittal
Work Report

WSWD

|#*  Reports v

USERS GUIDE TO WORK REPORTS (FACS)
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REPORTS

Labor Detail

The Labor Detail input screen
appears LABOR DETAIL

Labor

Description ategory Company

There are 6 inputs for Labor
entry

|. Labor Selection oty [ 3
. Q u a ntity (O Pti O n a I ) Item Item Description I Location Item Remarks Company

Tom Jones nber - Steam Fitter FACS

22.0000 MOT Sta0+0025'OSRT This is only a test test companyl

ltem

Total Hours 8

Total Hours

Overtime Hours 0

Ove rti m e H o u rs Labor Remarks

2
3.
4.
5.
6.

Labor Remarks

USERS GUIDE TO WORK REPORTS (FACS)
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WORK REPORTS

Labor — Labor Detail —
Labor

“  Company “  Total Hours “  Owvertime Hours “  Labor Remarks

To add personnel, to a
Work Report, click on the
New button

A list of the Contractor
and Subcontractor’s
personnel can be uploaded

into FACS

USERS GUIDE TO WORK REPORTS (FACS)
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WORK REPORTS

Labor — Labor Detail — e

Labor

Click On a, Pe rson or Gregg Brady Carpenter Journeyman Kiewit Infrastructure West Co.
persons and then click on z

the Select Button indy Long Lather - Lather \1 EACS

Truck Driver-Utility Truck Toyota Honda

Multiple people can be
selected, but everyone
selected will share the same
information.

To enter unique information on select individuals, create separate labor
entries. Another option is to select the specific labor once the multiple
selection is made and then edit as needed.

USERS GUIDE TO WORK REPORTS (FACS)
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WORK REPORTS

Labor — Labor Detail — [Raia
La b or LABOR DETAIL

Labor

If a new labor needs to o __ -
be added to the Iist’ rezs Brady Carpenter Journeyman Kiewit Infrastructure West o,

CI iC k on th e N ew - 1 Glazier FACS
b Utto L Joe C" E T.ru-:k Dr'nn;r—-\_lt'\\it'-,-‘ Truck T) I

The New Labor input
field will appear

If there are multiple labor to be inputted, an upload
should be considered, the HDOT FACS Administrator
can assist in the upload

USERS GUIDE TO WORK REPORTS (FACS)
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WORK REPORTS

Labor — Labor Detail -
Labor — New Labor

Description K

the new labor in
Description

Company * Required

2. Use the pulldown menu
to select a Labor
Category

The categories in the Labor Category pulldown menu is primarily
based on the Hawaii DLIR Wage Rate Schedule

The input fields with the
blue asterix next to them
require an entry to be
saved

USERS GUIDE TO WORK REPORTS (FACS)
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WORK REPORTS

Labor — Labor Detail —
LabOI" — NeW Labor Description®

Category

|. Enter an ID number
to help identify a
personnel (optional)

1D

Company * Required

2. Use the pulldown
menu to enter the
Company that the
personnel works for

USERS GUIDE TO WORK REPORTS (FACS)
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WORK REPORTS

Labor — Labor Detail —
Labor — New Labor

Description *

Click on the Save
button to save the
entry. The Close °
button will close the
entry window without
saving

Category

The new labor entry is
now available for use

USERS GUIDE TO WORK REPORTS (FACS)
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WORK REPORTS

Item

Labor — Labor Detail — Item

Item ~  ItemDescription =

Select a pay item or pay items
(highlighted light blue) and click on
the Select button

Item

The list of Pay Items that can be
associated with the labor entries
comes from the Pay Items selected

under Items (previously discussed)

USERS GUIDE TO WORK REPORTS (FACS)
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WORK REPORTS

LABOR — LABOR DETAIL -
ITEM

TO CHANGE THE PAY
ITEM ASSOCIATED TO
PERSONNEL, CLICK ON
THE EDIT SELECTION
BUTTON, DESELECT THE
PAY ITEM (NO LONGER
HIGHLIGHTED LIGHT
BLUE), SELECT A NEW
PAY ITEM (HIGHLIGHTED
LIGHT BLUE) AND CLICK
ON THE SELECT BUTTON

i USERS GUIDE TO WORK REPORTS (FACS)
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WORK REPORTS

Labor Detail

Labor — Labor Detail

|. An entry for Quantity is optional [
2. Enter the Total Hours of the

selected personnel

Quantity 1

3. Enter the Overtime Hours of

Item

the selected personnel p—

22.0000 MOT

4. Enter any comments or notes
for the selected personnel under TotHours
Labor Remarks S——

Labor Remarks

USERS GUIDE TO WORK REPORTS (FACS)

Category

Plumber - Steam Fitter

Quantity

100

Location

5ta0+00 25' OSRT

Company

FACS

Item Remarks Company

This is only a test test company1

39



Labor — Labor Detail
.

2.

WORK REPORTS

Labor Detail

LABOR DETAIL

Click on the Save button to wor

save the changes made to the JEaE=
labor entry

Quantity 1

If no changes were made,
click on the Close button to [l
exit the input window

Labor Remarks

USERS GUIDE TO WORK REPORTS (FACS)

Category

Plumber - Steam Fitter

Quantity

100

Location

Sta0+0025' OSRT

Item Remarks

This is only a test

Company

FACS

Company

testcompany1

40



WORK REPORTS

HDOT > TestProject Q K Keith

Labor:

& Admin v

< WorkReport & erint

L 4 ho . Al

Select an exiting labor  « o
entry (highlighted light © s« -~
blue) and click on the =&

BMP Inspection

Open button to review ..o

~ LABOR

ltem Labor ¥ Category Company Total Hours ~  Owertime Hours Labor Remarks

* Deficiency Tracking
or edit the labor data .
TGl 22,0000 Tom Jones Plumber - Steam Fitter FACS 8 0
Feedback

Liquidated Damages
Materials On Hand
Material Tracking
Pay Estimate

RFI | B open H G Delete

Samnle Card Concrete

USERS GUIDE TO WORK REPORTS (FACS)
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WORK REPORTS

HDOT > TestProject Q K Keith v
Eq ul P ment & Admin v < Work Report e o000 - |

‘g o - Last edit made 7 min 0 $ O
Document all “ e

E Service ~

eqUiPment on a . - WEATHER
P rOj ect BMP Inspection

BMP Monthly
Compliance

Change Order
Deficiency Tracking

EQUIPMENT
Email

To add equipment ==

FileCabinet ® ) Filter

to a WO rl( Report, Liquidated Damages Item - Equipment = ~  Contractor ~ Model Number TotalHours - Overtime Hours -  Equip. Remarks

Materials On Hand

click on the New oo

Pay Estimate

button

Sample Card Concrete
Grout

Sample Card Field Test

Submittal

USERS GUIDE TO WORK REPORTS (FACS)
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WORK REPORTS

. Equipment Detail
Equipment:
EQUIPMENT DETAIL

The Equipment Detail input
screen will appear e

CM Truck

P/U Truck

Truck

Quantity

ltem

~  Item Description ~  Quantity

Mot 100

USERS GUIDE TO WORK REPORTS (FACS)

Description

Concrete Mixer

st Eq

Dump Truck

~ Location

Sta0+002

Contractor ¥

Toyota Honda

Toyota Honda

Toyota Honda

SSFM

~  Item Remarks

Thisis only

Model Number

SP Test Number

1223

~ Company

test companyl

43



WORK REPORTS

Eq u i P me nt: EQUIPMENT DETAIL

Equipment

@) Filter

Select an equipment or
multiple equipments
(highlighted light blue)
and click on the Select
button

~ Category

CM Truck

P/U Truck

Quantity

A list of the Contractor
and Subcontractor’s
equipment can be
uploaded before the
project starts

USERS GUIDE TO WORK REPORTS (FACS)

+  Description ~ Contractor ~

Concrete Mixer Toyota Honda
2008 Toyota P/U Truck Toyota Honda
916 TestEq Toyota Honda

Dump Truck SSFM

EX3 (o )

~  Model Number

2018

1234

SP Test Number

1223

If the selected equipment has unique ID numbers, the quantity can
be left blank. If not, enter the number of equipment on site

44



WORK REPORTS

Equipment:

Select a pay item or ke oo o
pay items o :

(highlighted light
blue) and click on
the Select button

1002.0000 Mob Phase 2 - non par 100

148.0001 Unicorn, the mythological animal -5... 1

USERS GUIDE TO WORK REPORTS (FACS)
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WORK REPORTS

Eq u i Pment —_ Eq u i pment Detai I Equipment Detail
I . Enter the Total Hours Of the Selected EQUIPMENT DETAIL
Equipment
eq U I P m e nt ID Category Description Contractor Model Number

MI13 P/U Truck 2008 Toyota P/U Truck Toyota Honda 1234

2. Enter the Overtime Hours of the
selected equipment

Quantity 1

3. Enter any comments or notes for the =
selected equipment under Equip Item Item Description Quantity Location
Remarks

Item Remarks Company

22.0000 MOT 100 Sta0+00 25' OSRT This is only a test testcompanyl

£’ Editselection

Total Hours

Overtime Hours 0

Note: If you selected multiple equipment,
the hours, overtime hours, and the
equipment remarks will be the same for
all selected equipment

USERS GUIDE TO WORK REPORTS (FACS)
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WORK REPORTS

Equipment Detail

Equipment —
EqUiPment Detail — EQUIPMENT DETAIL
NeW EqUIpment Equipment

®)) Filter

ID « Category ~ Description + Contractor ¥ ~ Model Number

If an equipment is

55CM CM Truck Cancrete Mixer Toyota Honda 2018

not on the list,add a -
new equipment by o
clicking on the New . =
button '

USERS GUIDE TO WORK REPORTS (FACS)
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WORK REPORTS

Equipment

Equipment — Equipment
Detail — New Equipment 0

Category

The new equipment input
window appears. Fill out
th e: Contractor¥ Required

Description *

Model Number

|. ID —an equipment
identifier

2. Category — the
category of Filling in the fields of ID and Category are optional for an

equipment, like equipment entry

excavation, lifting, etc.

USERS GUIDE TO WORK REPORTS (FACS)
48




WORK REPORTS

Equipment = Equipment Detail Equipment
— New Equipment

ID

Next fill out the

Category

|. Description — enter the
make and type of
equipment, like “Brand Contractor¥. | Reduired
name” Front End Loader i

Description *

2. Contractor — from the
pulldown list, select the
Contractor or
Subcontractor that the
equipment belongs to

The fields with the blue asterix require an entry

3. Model Number — enter
the specific model
number of the equipment
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Equipment

Equipment — Equipment
Detail — New Equipment 0

Description *

Click on the Save button to
save the entry. The new
equipment is now available
for selection

Contractor¥ Required

Model Number

The Close button closes
the new equipment input
window without saving
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. HDOT > TestProject Q K Keith v
Equipment
& mmn v Work Report & e

To review or edit an & v - us « »

existing equipment, select ...
the equipment (highlighted oo

Compliance Item *  Equipment & Contractor Model Number Total Hours Overtime Hours Equip. Remarks
I |ght b I u e) an d C I | C k on th (S ERILSpectiol 22,0000 2008 Toyota P/U Truck Toyata Honda 1234 8 0
. Change Order
Open button. Ed It the Deficiency Tracking
equipment informationas ™™

n e e d e d Liquidated Damages
Materials On Hand ‘ & open H i Delete )

Material Tracking

Pay Estimate
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HDOT > TestProject Q K Keith v
< Worl-( Repo rt rint Notify Recipients
Enter any remarks thatare .. . P « »
not directly associatedto =~

pay items under of the 3 e vonty

Remarks

& Admin v

) . Compliance v EQUIPMENT
Input flelds BMP Inspection
Change Order -~ REMARKS
|. Problems/Remarks
FileCabinet Problems/Remarks

2. Other ACtiVities Liquidated Damages

3. Other Measurements

Sample Card Concrete
Grout

Other Measurements

Sample Card Field Test
Submittal

‘Work Report

WSWD
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Work Report

To edit a previously
created Work Filter

Re PO rt, C I | C k on th (S ReportD..~ | ID - Status ~  Inspector Pay Period - Condition Created ~  Modified
O P en b utton 04/04/2... Approved Keith Yamamoto 06 Clear 04/04/2018 05/22/2020

Modify the Work
Report as needed

05/11/2... EP5/11/18 Approved Facsrep 06 Clear 05/11/2018 05/22/2020

05/16/2... FRO516 Reviewed Facsrep 01-Jan Clear 05/16/2018 12/02/2019

06/08/2... 220Test-1 Reviewed Facsrep 01-Jan Overcast 06/11/2018 12/02/2019

07/09/2... TEST Approved Stephanie Kuroda 01-Jan 07/09/2018 05/11/2020
ky08072018 Submit Keith Yamamoto 01-Jan 08/08/2018

08/09/2... 080918-Test1 Submit Facsrep 01-Jan 08/09/2018

07/15/2... Entryfor PaymentRe... Locked Facsr 01-Jan Wet Ground y 8 12/02/2019 -
of 5 10 ¥ rows per page 1-10of 50items

(6 o ) (D ) (8 ) (8 oo
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W G E Rl  Work Report

For work that repeats Filter
d ai Iy WO rk Re p o I"tS ReportD..~ ID Status ~  Inspector Pay Period ~  Condition Created ~  Modified
y
C a n b e C O p i e d A y 2... 04/04/18 Approved Keith Yamamoto 06 Clear 04/04/2018 05/22/2020
C O p i e d Wo r I( Re P o rt 05/11/2... EP5/11/18 Approved Facsrep 06 Clear 05/11/2018 05/22/2020

Wi | I retal n the 05/16/2... FRO516 Reviewed Facsrep 01-Jan Clear 05/16/2018 12/02/2019

information of the
source Work Report
with the exception of
S eI e ct inf Ormati on an d 08/07/2... ky08072018 Submit Keith Yamamoto 01-Jan 08/08/2018 05/18/2020

q u a n t iti e S 08/09/2... 080918-Test1 Submit Facsrep 01-Jan 08/09/2018 12/02/2019

06/08/2... 220Test-1 Reviewed Facsrep 01-Jan Overcast 06/11/2018 12/02/2019

07/09/2... TEST Approved Stephanie Kuroda 01-Jan 07/09/2018 05/11/2020

07/15/2... Entryfor PaymentRe... Locked Facsrep Wet Ground

1 of 5 10 ¥ rows per page 1-10of 50items

e
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Work Report

Work Report - Copy

Filter

To copy a Work
Report, select a Work
Report (highlighted
light blue) and click
on the Copy button

The copied Work
Report will be
highlighted yellow

ReportD..~ ID ~  Status ¥ Inspector Pay Period ~  Condition Created ¥ Modified
04/04/18 Approved Keith Yamamoto 06 Clear 04/04/2018 05/22/2020
05/11/2... EP5/11/18 Approved Facsrep 06 Clear 05/11/2018 05/22/2020
05/16/2... FRO516 Reviewed Facsrep 01-Jan Clear 05/16/2018 12/02/2019
06/08/2... 220Test-1 Reviewed Facsrep 01-Jan Overcast 06/11/2018 12/02/2019
07/09/2... TEST Approved Stephanie Kuroda 01-Jan 07/09/2018 05/11/2020
08/07/2... ky08072018 Submit Keith Yamamoto 01-Jan 08/08/2018 05/18/2020
08/09/2... 080918-Test1 Submit Facsrep 01-Jan 08/09/2018 12/02/2019

07/15/2... Entryfor PaymentRe... Locked Facsrep Wet Ground

1 of 5 10 ¥ rows per page 1-10of 50items

e
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Work Report

|. The History button
displays the entire data
entr’y histo r'y of the .~ | ID ~  Status ~  Inspector Pay Period ~  Condition Created ~  Modified
Selected WO r'k Repo rt 04/04/2... 04/04/18 Approved Keith Yamamoto 06 Clear 04/04/2018 05/22/2020

05/11/2... EP5/11/18 Approved Facsrep 06 Clear 05/11/2018 05, 2020

2. The Print button
Cl"eateS a PDF Of the 05/16/2... FR0O516 Reviewed Facsrep 01-Jan Clear 05/16/2018 12/02/2019
selected Work Repo rt 06/08/2... 220Test-1 Reviewed Facsrep 01-Jan Overcast 06/11/2018

07/09/2... TEST Approved Stephanie Kuroda 01-Jan 07/09/2018 05/11/2020

3. The Delete button
deletes the selected
Wo rk Repo Irt 08/09/2... 080918-Test1 Subrmit Facs rep 01 08/09/2018

07/15/2... Entryfor PaymentRe... Locked Facsrep 01 08/23/2018

08/07/2... ky08072018 Submit Keith Yamamoto 01-Jan 08/08/2018 05/18/2020

of 5 10~ rows pMpage 1-100of 50 items

1 ]
(0 e ) (D iion ) (& v ) (@ oo
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There are 6 statuses of a Work Report

l.
2.

4.

Draft — starting entry of a Work Report (only the writer can modify the work report)

Submit — the Work Report has been completed by the writer and is now ready for review by the Supervising Inspector
or Project Engineer (only the supervising inspector or project engineer can modify the work report)

Reviewed — the Work Report has been read by the either the Supervising Inspector, Project Engineer, Resident Engineer,
or Construction Engineer (only the supervising inspector or engineers can modify the work report)

Approved — the Work Report has been accepted by the Project Engineer, Resident Engineer, or Construction Engineer as
is or with modifications (only the supervising inspector or engineers can modify the work report)

Rejected — the Work Report has been returned to the Field Personnel for corrections (only the writer can modify the
work report)

Locked — an Approved Work Report is locked and cannot be modified (no one can modify the work report)
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TO Change the StatUS Of a Change < work Report S Print Notify Recipients m

order entry, click on the status LSS e D02 2015 A s ‘ «»
button A~ Collapse allsections

~ DESCRIPTION
You may need to click on the
button multiple times to obtain
the desired status.

Inspector Facsrep

D ‘ FRO516

Report Date 05/16/2018 Status Reviewed

Pay Period 01-Jan

Draft Submit Reviewed Approved/Rejected Locked

There will be a brief pause between status changes
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Notes:
|. Only fields with a blue asterix next to it require an entry
2. Work Reports are to be printed only when needed

3. Force Account Work Reports shall be downloaded, a digital signature stamp added, and then
sighed and sent to the Contractor/Subcontractor via HDOT’s e-sign process
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