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American Water Quick Reference Guide 
 

DAILY PROGRESS REPORT 
The Daily Progress Report (DPR) is to be entered into AWPMIS as required in the Contract Documents.  American Water requires 
a foundational level of information to be entered manually for tracking, but attachments are allowed to capture other pertinent 
information if already compiled by the Contractor / Consultant. 

WORKFLOW 

 
 

INSTRUCTIONS 
1) Select the Project to submit the Daily Progress Report 

o The Project Name will appear in the drop-down next to Project Processes once you go to Step 2 
2) Go to Processes on the Project Menu (left hand side of the screen) 
3) Click Start Process in the upper right 

 

4) Start typing the process name or scroll through to select Daily Progress Report (DPR); click Start in the lower right 
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PROCESS STEPS 

START 
Role(s): Create Daily Progress Report 

It is understood that many Contractors record Daily 
Reports in an alternate location.  The intent is to 
capture core information for reporting while 
allowing attachment of an externally produced Daily 
Report for comprehensive information. 

Complete the following for a day with No Activity: 

• Select No Activity 

• Enter the Date of Observation 

• Enter Day of the Week 

• Click Submit to close the Process and 
create an entry for No Activity 

For other entries, complete the following: 

• Select Standard Working Day 

• Enter Date, Day of Week 

• Enter Temperature, Weather Conditions, 
Time for start and end of work 

• Enter Location and Activities Completed 

• These fields must be entered for each 
normal working day 

• All other AWPMIS fields are optional 

• Go to Documents Tab and attach any DPR 
information prepared in another system 

• Click Submit to verify everything is filled 
out and to route for review or filing 

 

DAILY ACTIVITY 
No User Interaction 

AWPMIS will evaluate if this is a “Standard Working 
Day” or a day of “No Activity”.  If it is a day of No 
Activity, the system will proceed to generate a PDF 
of No Activity.  Standard Working Day selections will 
proceed to validate the inclusion of required fields. 

 

REQUIRED FIELDS 
No User Interaction 

AWPMIS will make sure the fields required for a 
“Standard Working Day” are completed.  If they are 
not, the Process will return to Initiator Revise.  If 
everything is filled out as required, AWPMIS will 
proceed to generate the PDF of the DPR. 

 

GENERATE DPR 
No User Interaction 

AWPMIS will create a PDF containing all values of 
the DPR, including any backup attached in a single 
package.  This will be filed in the Project Folder. 

 

ON-SITE REPS? 
No User Interaction 

AWPMIS will check to see if there is an On-Site 
Representative (OSR) assigned to the Project.  If the 
answer is “Yes”, the DPR will be reviewed by the 
designated OSR prior to the Process closing.  
Otherwise, the process will close. 
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INITIATOR REVISE 
Role(s): Create Daily Progress Report 

Go to the Comments tab to review what needs to be 
addressed.  Make the requested updates or explain 
via comments why it cannot be done, ensuring all 
required fields remain filled out: 

• Date, Day of the Week 

• Temperature, Weather Conditions, Time 
for start and end of work 

• Enter Location and Activities Completed 

• All other fields are optional 

 
  

REVIEW DPR 
Role(s): Review Daily Progress Report 

This step is only used when the Project has an OSR 
in place. 

Review the information entered as well as the 
contents of the Supporting Documentation, 
validating against the work that is known to be 
complete during the designated time frame. 

• Check the box acknowledging the review, 
entering comments if needed 

• If clarification is needed, select Revise and 
click Take Action to return to Initiator 
o Explain exactly what needs to be 

addressed in the comments 

• If acceptable, select Acknowledge and click 
Take Action to close the Process 
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REPORTS 
Several foundational reports have been configured to support the Daily Progress Report in AWPMIS.  To find the reports … 

1) Go to the Reports Tab 
2) Begin to type “Daily” into the filter box 
3) Select the desired report from the list to run 

 

. 
 

These reports are designed to present core information for reporting and understanding.  All AWPMIS users can create their own 
personal variations based on these reports.   

Additional information about AWPMIS Reports can be found on the landing page; click here or type “amwater.com/PMISTraining” to 
view the currently available QRG options. 

https://authoring-amwater-prod.awapps.com/corp/Partners-Suppliers/Suppliers/e-builder-training-trimble-unity-construct

