
How to……  
Create a Daily Diary 



Select the “Add New” to 
create a new Daily Diary.   

Only government staff 
can create a Daily Diary. 



Select a date. 

Enter the weather and temperature 



Enter the Project Engineer Daily Narrative 

All “Specific Notes” noted in the Inspector 
Daily Report will appear here.   

Jack Some (ABC PM) and Don One (QCM) 

NOTE:  It is not recommended to use the 
notes.  They will show up on every diary 
moving forward.  



You can create a new category.  
This will allow you to select on 
your next daily diary.  If you 
already have a category created, 
choose the category you want. 

Checking “Save Contents to Note 
Category” will cause the “Note 
Body” to show up on the note 
when you select that specific 
category. 

NOTE:  “Notes” will always show 
up every diary moving forward.  

Enter in the text of your note. 



Attach any documents needed.  

Jack Some (ABC PM) and Don One (QCM) 

If you have completed your diary, you can “sign” it.  If you 
“sign” your diary, you cannot change it.  You will only be 
allowed to enter a note which is not recommended. 

Select “Print Preview” to review the Daily 
Diary.  The report will be marked as draft 
prior to PE “signature”. 



If you want to add, edit or delete a note, go to the “Note 
Categories” tab.  

Notice that the status of this diary 
is in “draft” form.  This means that 
this dairy has not been signed yet. 

I spoke with Jack Some (ABC PM) and Don One (QCM) concerning the…  



Select “Add New” to 
add a new category. 

Select edit      or delete 
icon 



Enter or edit the “Category Body Text.” This will not actually add a 
category note or body text to a specific Daily Diary, it only adds 
this Category to the “pick list” for future selection. 

Enter or edit the  
“Category Label.” 

This is a cache for to flag and organize reoccuring daily items and unusual or special events. 
This is a very powerful tool with many time saving applications and should be used wisely. 



Select the edit      icon to edit and sign the daily 
dairy if it is still in the “Draft” status.  

Once you have added a new category go back to the “List” tab. 



Select “Add Note” to include additional 
Project Engineer Specific Notes. 

Add Documents to the diary as required such 
as sketches, specific issue photos, etc. 



Selecting “Cancel” will return you to the Daily 
Dairy List without saving any of your work 

“Save” regularly in order to preserve 
work in the event of an unexpected 
computer shutdown. 

Select “Save & Close” to return to the 
Daily Dairy List. 



Use the “Sign” button to certify the Daily 
Diary.  

Select “Print Preview” to review the Daily 
Diary.  The report will be marked as draft prior 
to signing the diary. 
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