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[bookmark: _Toc451513525]Field Reports
Sage 300 CRE (Timberline) incorporates a field reports data entry log. This log (called “Field Reports”) can be found under the “Documents” folder in Project Management. Upon opening up the Field Reports log, each log will be filtered by project. Select the appropriate project you would like to view/work with.
[bookmark: _Toc451513526]Creating a New Field Report
From the Field Reports list window, select “New”. 
Select the job from the drop down menu
Enter the current date
Enter the person preparing the report
Type will default as “Daily Report”
Assign the field report a number if required
[bookmark: _Toc451513527]Tabs
Within each field report, you will be able to enter data for each of the following:
Weather/Site Conditions
Subcontractors
Equipment
Materials
Work Activities and Progress
Extras/Work Orders/Change Orders
Events
Visitors
Journal Entries

Weather/Site Conditions
[image: ]

[bookmark: _GoBack]Subcontractors
[image: ]
When entering the Subcontractor, if the Subcontractor is not shown in the drop down list. You may type any subcontractor in this field. When doing so, Timberline will prompt you to Create a Contact.
[image: ]
Select “OK” to Select an existing Company contact, which will bring up the following prompt (from the Address Book):
[image: ]
You could either use the scroll bar at the right to scroll through and find the contact you are looking for, or start typing the name of the company, which will act as a find function. From this point, type as much or as little as you need to locate the appropriate subcontractor.
Once you have your Company listed, select the Trade from the drop down menu. Complete the head count (total employees for this company) and hours worked (hours per day they were on site).
Equipment
[image: ]
Materials
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Work Activities and Progress
[image: ]
Extras/Work Orders/Change Orders
[image: ]
Events
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Visitors
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Journal Entries
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[bookmark: _Toc451513528]Employee Time



[bookmark: _Toc451513529]Quality Control
[bookmark: _Toc451513530]General
The QC Forms will serve as the checklists for each Definable Feature of Work (DFOW). The DFOW will be put together based on the project by the project manager. This documented list will lead the Quality Control Inspection log.
[bookmark: _Toc451513531]Definable Features Of Work (DFOW)
[bookmark: _Toc451513532]Determine Required Inspections
As noted above, the DFOW should be logged into Timberline, with each item including the necessary required inspections. The standard inspections will be: Preparatory, Initial and Follow-up (or Final). Additional inspections may include Concrete Pour Checkout and/or Equipment Start-up Checklist. The Project Manager will determine which inspection should be included for each DFOW. An example is as follows:	
	Category
	Description
	Prep
	Initial
	Final
	Concrete
	Start-up

	A. Sitework
	1) Excavation of ______
	X
	X
	X
	
	

	A. Sitework
	2) Site Concrete
	X
	X
	X
	X
	

	B. Equipment
	1) Flowmeter
	X
	X
	X
	
	X



[bookmark: _Toc451513533]Log DFOW in Timberline
Once the DFOW list is complete, these items shall be logged into Timberline. From the Tasks Tree in the Sage Desktop, Open (+) Project Management, Documents, Custom Logs, and select “Quality Control”.
[image: ]

This will open up a data entry form to preload all DFOW, with the appropriate inspections, as determined above. It is important to note the job name at the top of the data entry form, and make sure you are entering your information under the appropriate job. When entering the log, utilize the following columns:
Category (Must include letter (i.e., A, B, C, etc.) preceding Category)
DFOW No. (Must be number represented prior to description of DFOW)
DFOW Description (Include number and description)
Phase (Prep, Initial, Follow-up (or Final))
Status (When entering log, status should be “Open”
The category column will be exactly as stated. It is important to utilize a letter (A, B, C) preceding each description for sorting purposes on the reports. The DFOW log display as:
[image: ]

[bookmark: _Toc451513534]Update DFOW Log from Meeting Information
Prior to work starting on any of the DFOW, a preparatory meeting must be held, in accordance with the QC Plan. During this meeting, the “Preparatory Phase Checklist” must be completed. In addition to the Preparatory Phase Checklist meeting, there will be two (or more) additional meetings. One for the Initial Phase work and one for the Final Phase work. There are checklists associated with each phase of the QC Plan, and an example of these checklists can be found in the back of this document.
The way in which this form is completed can be determined by the user. Once the meeting is complete, the remaining information open on the log must be completed (i.e., Reporter, Date Performed, No. of Deficiencies (if any), Resolution Due Date (if any deficiencies), and status. If no deficiencies are documented, the status should be changed to “Closed”. In the event deficiencies are found, the status is to remain open until deficiencies are resolved. 
Logging Deficiencies
When deficiencies are noted, these items must be logged into the Quality Control Near Miss and Deficiency Log. This log is found under the same file structure in the Sage Desktop, with the name “Quality Control – NM&Def.”
[image: ]
Once the deficiencies are resolved, the resolution date and status must be changed in the “Quality Control – NM&Def.” log as well as the “Quality Control” log. The status and date of resolution must be noted on both data entry forms. 
[bookmark: _Toc451513535]Printing Reports
Reports can be found under the Report Folder in the Sage Desktop Task Tree. 
[image: ]

[bookmark: _Toc451513536]QC Log
There are two types of reports created for the QC Log. One report is sorted by Inspection Phase Type/Status (Preparatory, Initial, Follow-up (or Final), etc.). This report is called “LDD – QC Log by Insp Type (CR). The other report is sorted by the Category noted on the DFOW. This report is called “LDD – QC Log by Category (CR)”. 
[bookmark: _Toc451513537]QC Near Miss and/or Deficiency
An additional report was created for the Near Miss and Deficiencies found during the phase meetings. This report is called “LDD – QC NM&DEF”, which is located under the same folder in the report tree. This report is sorted by status.
An example of each report is as follows:
[image: ][image: ]
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[bookmark: _Toc451513538]Forms & Documentations
[bookmark: _Toc451513539]DFOW Example						Preparatory Phase Checklist 
  [image: ]                         [image: ]


[bookmark: _Toc451513540]Initial Phase Checklist Example	Finial or Follow-up Phase Checklist Example
[image: ]              [image: ]
[bookmark: _Toc451513541]Equipment Start-up Checklist Example		Concrete Pour Checkout Example
[image: ]              [image: ]


[bookmark: _Toc450652515][bookmark: _Toc451513542]Safety
[bookmark: _Toc451513543]GENERAL
The Safety forms will serve as the checklists for each inspection completed on the project. This project requires the following:
Daily Safety Audit
Weekly Safety Audit
Monthly Safety Audit
This project will also incorporate a project safety sign which will be located on-site. This sign must be updated and maintained daily. 

[bookmark: _Toc450652516][bookmark: _Toc451513544]Project Sign
Below is an example of the project sign. The sign will incorporate writable space for daily/weekly updates. 
[image: ]
[bookmark: _Toc450652517][bookmark: _Toc451513545]Tool Box Talks
Tool Box Talks must be performed weekly. The weekly topic shall be written on the project safety sign.
[bookmark: _Toc450652518][bookmark: _Toc451513546]Safety Tip
Safety tips must also be written on the project safety sign. Examples of safety tips are as follows:
“A spill or a slip could mean a hospital trip” – Work Smart, Be Safe
“Working in a safe way means you will live to see another day” – Work Smart, Be Safe
“If you mess up, don’t hesitate to ‘fess up” – Work Smart, Be Safe
“Take a shortcut and you will be cutting your life short” – Work Smart, Be Safe
“If you don’t want to bet your life, don’t gamble with safety” – Work Smart, Be Safe
“If you are in favor of safety glasses, Say: “EYE” – Work Smart, Be Safe
“It’s better to arrive late in this world than early in the next” – Work Smart, Be Safe
"Don't be afraid to ask a dumb question. It's a lot easier to deal with than a dumb mistake." – Work Smart, Be Safe
"If you don't want your wife to spend your 401(k), don't get hurt on the job today." – Work Smart, Be Safe
"Remember: Safety is not an accident." – Work Smart, Be Safe
"Remember to work safe today. Heaven can wait." – Work Smart, Be Safe
"Your first mistake can also be your last." – Work Smart, Be Safe
"Remember your safety ABC's: Always Be Careful"– Work Smart, Be Safe
[bookmark: _Toc450652519][bookmark: _Toc451513547]Lost Time
Days without lost time will also be tracked on the project sign and must be updated daily.

[bookmark: _Toc450652520][bookmark: _Toc451513548]Safety Audits
This project requires daily, weekly and monthly safety audits. Each audit will have its own form. These forms are available in a fillable .pdf format for use on a pad or phone. Once the audit forms are completed, they must be kept on file for review at any time. The information gathered in these forms will be entered into the Timberline software.
[bookmark: _Toc450652521][bookmark: _Toc451513549]Logging into Timberline
All safety audits must be logged into Timberline Software for good record keeping. 
[image: ]
[bookmark: _Toc450652522][bookmark: _Toc451513550]Near Miss & Deficiency
[bookmark: _Toc450652523][bookmark: _Toc451513551]Logging into Timberline
When deficiencies are noted, these items must be logged into the Safety Audit Near Miss and Deficiency log. This log is found under the same file structure in the Sage Desktop, with the name “Safety Audit – NM&Def.”
[image: ]
Once the deficiencies are resolved, the resolution date and status must be changed in the “Safety Audit – NM&Def.” log. The status and date of resolution must be noted on both data entry forms. 
[bookmark: _Toc450652524][bookmark: _Toc451513552]Printing Reports
Reports can be found under the Report Folder in the Sage Desktop Task Tree.
 [image: ]

An example of each report is as follows:
[image: ] [image: ]
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(im0, which subittals have not been submitted or approved?)
® | SpecSection Description Date Rejected | Date Resubmitied

re all mterials on-hand? Yes No
Spec Section Description

I the material stored property? (1Fno. what action s being taken] Yes o

[Have materials been checked against approved submittals? Yes Ko

[Review each paragraph of the specifcations, and.

Safet

lare safety measures in place for designated work area? (If no, what action is being taken?) Yos No.

s all preliminary work corvect and permits are on Ble? (I no what action i being taken?] Yos o

ac1 B

desonacking o fo oo ) 31372016
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Quality Control I?’DOCSA

Initial Phase Checklist

Date;,
3 Specification Section:
[Has all preliminary work been completed in full compliance with the contract requirements? Yes
Isall required testing,inspection and documentation being performed in compliance with the Yes  No
contract?
[Does the level of workmanship meet tolerances and minimum acceptable workmanship standards? Yes  No
INote any descrepencies in any of the above:
|Are materials being installed in accordance with the contract Yes  No
[Are saety measures in place for designated work area? (If no, what action is being taken?) Yes __No
s the condition of the. adaquate for the work In; Yes  No
with the contract documents?”
[Will the work be completed on time in accordance with the project schedule? Yes _ No
[Were any deficiencies found during the process of completing the work? Yes  No
[Note any descrepencies:

ac2 T Viamager
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Quality Control

Follow-up Phase Checklist Colbting Ou s, Bl o P
[
Project: Date:

Definable Feature of Work; Specification Section:
Representatives Present:

Work Completed
Has al work been completed n full compliance with the contract requirements? Yes  No
[Was all require testin, nspection and documentation performed in compliance with the contract?  Yes o
Does the level o workmanship meet tolerances and minimum acceptable workmanship standards?  Yes  No
Note any descrepencies inany of the above:

[Were any near misses or safet incurred during the process of completing this work? ___Yes o
Environment
[Was the condition of the environment adaquate for complating the work in accordance with the Yes  No
contract. .
[Was the wark completed on time in accordance with the project schedule? Yes No

Process (If Applicable)

s the equipment ready for start-up? Yes  No

|Are Operation & Maintenance Manuals on-site? Yes  No

Deficiencies
[Were any deficlencies found during the process of completing the work? Yes  No
[Note any descrepencies:

ac3 T —
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Quality Control U’DOCSA‘M/‘

Equipment Start-up oot O P B o
project Da

[Equipment Description: Start Time: Completion Time:

Serial Number. Manutscuurer

Representatives Presen
Representaive Tille Conpany Contact Number
[Were the plant personnel instructed i operation and maintenance procedures! Yes No
0&M/Parts
Have 0&M manualsbeen provided and turned over o theowner? Yes No
Have manufacturer drawings been provided and turned over to the owner? Yes No
Have spare parts been provided and turned over to the owner? Yes No
ption of operation. under supervision of 's Representative,or problems encountered:

Special Recommendations

[Were any specialrecommendations made by the manufacturer’s epresentativ? (List) Yes No

Additional Site

s a return visit recommended or needed? Yes No.
ityes, how soon? Date:

GWNER (Authorized Sgnature) ‘CONTRACTOR (Autorized Signature)
aca
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Quality Control
Concrete Pour Checkout

[Project; Date;
[Definable Feature of Work: Specification Section:
[Representatives Present:
Lines & Grade
[Forms in correct location? Yes Mo
[Forms plumb (check with plumbtool)?  Yes  No
[Grade marks around pour? Yes Mo

[Note any descrepencies in any of the above and proposed resolution:

[oles in form? Yes Mo Chamered edges? Yes 3
[Forms olled? Y Mo Waterstop n place? Yes No
[Tes inside tight G used)? Yes Mo Misc. metals correct? Yes No
[Horizontal spacing oftes? Yes Mo Allwedge bolt tight (fused?)  Yes No
[Grade strip in place? Yes Mo

[Fileted corners? Yes Mo EOR SUPPORTED FORMS:

Joints between forms tight? Yes Mo Shoring mud sils? Yes No
[Faced for appropriate fnish? Yes Mo Shoring locks installed? Yes No
[Bolts outside tght (i used)? Shores spacing correct? Yes o
[Vertical spacing oftes? Elevation correct? Yes No

[Note any descrepencies in any of the above and proposed resolution:

Mechanical
[Pipe slceve correct? Yes Mo
[Note any descrepencies inany of the above:

Electrical
[Ground wire? Yes Mo Conduit embedded? Yes No
ote any descrepencies in any of the ahove.

[ Note any descrepencies in any of th shove and proposed resolution:

acs T Wamager
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Clemens Foods Waste Wter Treatment Plant
'ASSIGNED OSHA COMPETENT PERSONS:

I’DOCSA" Project superintendent:  Jos Rous

Safety Manager. Kl Aderman
Project ngineer: Tom Phil

Buit withQualty  Sofey by Design
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Audi Type

Date Perfomed

Deficencies Found

# Deficencies

Location(s)

Resoluon Due Date

Deficencies Resalved

S8 (i8] o [ 2]

Resolved By

Resaluton Date

CurertDate | Audt Repoter
330:2016 Fanah Decker (LD. Doc | Daip 3302016 2| Tark 2 4072016 Yes 4052016 | Jof Lovel (LD. Dossa £
330:2016 | Jof Lovel (LD. Dossa £ | Weekly 3272016 5] [

330:2016 Tom Phip (LD. Docsa | Morthly 3162016 1 [ Tark1 3312016 Yes 3252016 Jason Docsa (LD Doss
= [a]

| Last job used: D3 - th Street Prop. Improve (14-161)

[ 00] CAP| NUM] 05-10-16]
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[F7) Safety Audit - NM & Det. Entry

6 Dae Time. Tope Audit Type Reference | Audi Reference Date Category Issued To Details DueDste | Folowup Date Foloup Notes Compltn Dat| Status
6 3252016 135000 | Deficiency Weekly 4252016 FPE Farrah Decker (LD. Do | Test 3302016 Open
63252016 1:00:00 | Near Miss Daly 4252016 | Hazard Commurication | Biyan D. Webster, P.E. || Testdetai #2 4282016 Open
64212016 150000 | Deficiency Moritly 4252016 | Weldng and Cutting__| Tim Weht (Clomens Fooi| Test detai #3 4302016 Open
6 421:2016] 15030 | Deficiency Weekly 4252016 Openings Farrah Decker (LD. Doc | Test detai #4 4302016 Open
6| 4212016 17:03.00 | Near Miss Daly 4252016 Openings Biian Mulheisen (Hurst v | Test Detal #5 4302016 Closed

v g

Reacy [ L35t job used: Clemens WWTP (160501 {00  Car[ NUM[ 051016
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s
IP’DOCSAY

i

P
SAFETY Cottratng On . siling Tore it
; 16050
Audit Log Clemens wwrp
DAILY
Dateof
inpection Aud neporter Deficencis__ nesoloton Date
3/30/2016 Farrah Decker (LD. Docsa Associates, Inc.] 2 4/7/2016
Tow i Group: 1
WEEKLY
Dateof
inpection Aud neporter Deficencis__ nesoloton Date
3/27/2016 Jeff Lovell [LD. Docsa Associates, Inc.) 0
Tow i Group: 1
MONTHLY
Dateof
nspection v neporter Deficencies_mesoloton Date
3/16/2016 Tom Philp (LD. Docsa Associates, Inc.) 1 3/31/2016

Total This Group: 1
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oS T s

SAFETY

OPEN

Defficiency.
3/29/2016  LS000PM_ Weekly  4/25/2015 PPE Farrah Decker (LD. Docsa Associates, Inc |

Description: Test

Follow-up:

Completion Date:

4/21/2015  3:0000PM  Monthly 4/25/2015 Welding and Cutting  Tim Wehr (Clemens Food Group)
Description: Test detail 23

Follow-up:

Completion Date:

4/21/2016  15030AM  Weskly  4/25/2015 Openings Farrsh Decker (LD. Docsa Associates, Inc |
Description: Test detail 24

Follow-up:

Completion Date:

‘

3/29/2016  10000AM  Dally  4/25/2016 Hazard Communication Bryan D. Webster, P (Byce & Associates, Inc)
Description: Test detail 22

Follow-up:
Completion Bate:
Total Open: 4
CLOSED
Hear Miss
4/21/2016  50300PM _ Daly  4/25/2015 Openings Brian Mulheisen (Hurst Mechanical)

Description: Test Detail £5

Follow-up:

Completion Dat

Total Closed: 1




