
Signing QAR Daily
Reports

RMS 3.0 Government Module



From the main screen, click “QA/QC”.



Select “QA Daily Reports”.



Double click or highlight and click “Edit”, for
the daily log that is going to be signed.



Once the report has all the information entered in,  click “Report
Completed” to  lock the Daily Log for editing. This will then create the
QA Report for signature in the “Document Package”.



Select “Edit”, and open the document
package.



From a working file outside of RMS, add any necessary documentation that will
be included with the daily log.  This can be done through dragging and dropping
the files or by mapping RMS to the location of the files.

Note: Files size per attachment shall not exceed 40mb.



After the files have finished loading, check to make sure that the
document titles clearly identify what the files are.  This will be useful in
finding information later.  Editing of the titles can be done in the middle
of the screen in “Document Title”.



When the “QA Daily Report” is completed,
select “Sign Selected Documents”.



Note: RMS will list all PDF and Word documents that are in the document
package. Not all of them require signature.

Select the QA Report by clicking on the white box next the document
titled “QA Report No. XXXX”.   Click “Next”.



Depending on the type of Daily Report,  (Civil
Versus Military-) RMS will default to the QA
Representative.  Click on “Finish”.



RMS will ask for your PIN. Enter in your
PIN and click “OK”.



RMS will show the “Government Signature Status” as “Electronically
Signed”. The Project Engineer will need to review the daily report and if
they concur,  click “Sign Select Documents”.



Only the QA Daily report needs to be signed.
Click the white box. Click “Next”.



RMS will now default to “RE/Project
Engineer for signature”. Click “Finish”.



Enter in your PIN when prompted and
click “OK”.



Click “Complete Package” to finalize the
Daily Report and send it to PCF.



RMS will ask if you want to Complete the package. This is the last chance to
double check information. When everything is complete,  click “Yes”. The
document package is now locked for additional editing. Click the “Back” arrow
twice to return to the main contract screen or select “Contract Menu”.


