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Step-by-Step Guide



Step 1

2

Within the On-Sight 
mobile app, access the 
Work Order you want to 
update and select the 
Daily Summaries tile.



Step 2
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Tap the Add Daily 
Summary button



Step 3

4

Select the specific 
day for the 
summary (defaults 
to today's date)



Step 4
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Select the appropriate 
Bill of Lading option.

If a BOL is not being 
turned in on the 
specific date, leave as 
None.

On the day the BOL is 
turned in, choose Nth 
Degree or Customer 
depending on who was 
responsible.



Step 5
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Enter your detailed summary in 
the text field (typing or using the 
talk-to-text microphone feature), 
then tap Submit.



Important Notes

• A Daily Summary should be created for each 
day we are working on a job to log daily 
project progress, delays, and scope changes

• DO NOT overwrite existing Daily Summaries; 
instead, make sure to append your comments 
to the existing summary.
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