From : Mike ( mike@momentumcontractors.com )
[bookmark: _GoBack]Daily Log usage : To be done daily!
Steps
1 Go to Fieldwire and log in. You should have received our invite. Make sure you accept your invite then login to our site. NOTE: It may take a while for the web to update (depends on the weather) before you can login so just be patient.
2 Once you have signed in go to your project: Optimum Personal Care Facility
3 On the left side of the page should be set to your project.
4 Select [Daily Logs – Ready to use]. This folder has all the blank logs.
5 Download a copy to your desktop. You can leave it on your desktop and update it daily.
Each Day you need to fill out the log and send me a copy to mike@momentumcontractors.com . I will reply saying I received it. If I don’t please send it again or call the office and let us know.
When you are done with that month then load the next blank daily from fieldwire to your desktop. Here is how to read the Daily Log by just looking at the name.
Example: 18003-0319-00.xlsx
                  18003 is the Momentum Project Number
                              0319 is the month / year
                                         00 means it is a blank master file. If it has a number then it is the date  
of the last day completed in the log.
You do not need to change the name at all. I will do that. After I process the log I will send you an e-mail tell you I received it. Keep your copy of that month on your I pad for your records.
        When the project is completed all your dailies should be on your desktop.
If you have any questions about how to proceed just send me an e-mail at the above address.
If you need to call the office the number is 713-856-9977.






    	

	
