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Navigation
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Create reports, view
toolbox talks, access
RFls, and more for
each project.

Supervisors can
create shifts, and
workers can view
their schedules.

Supervisors review

crew time. Workers

can clock in and out
on projects.

View your time and
tasks, see project
activity, access the
team directory, and
message your team.
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Explore a sample project

Daily Logs
Work logs, notes, attachments,
and survey questions

Tasks
Open tasks assigned to yourself,
teammates, or collaborators

Directory
View a list of project contacts

Materials
Record quantities of materials
installed or work performed

Equipment
Track hours used or as idle

Checklists
Complete and view status of
safety and other checklists

On the Project Tools screen you'll find:

o

Toolbox Talks
Facilitate and collect signatures

Observations
Report safety and quality issues

Incidents
Capture safety incident details
and add attachments

Forms
Upload new forms plus view and
edit templates

Documents
Access project documents and
files

Gallery
See project photos and videos

O 8 & &8

Insights
Measure production against estimates

Kiosk
Enable time tracking on a shared
device

RFls
Create and manage requests for
information

Submittals
Track and manage project submittals
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Add a project

Raken 2026

Create new project

Project name

Ga Project number

Street address

703 Palomar Airport Rd

City
Carlsbad

State
CA

Zip
92011

Country
United States

Time zone

(UTC-07:00) America/Los_Angeles

Start date Sep 3, 202

End date Add date




Create a new
project

Click on Switch from the top menu bar and
tap the + icon to add a new project

Once you've added all the project
information, tap the arrow in the upper right
hand corner to save.
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X Create new project N4

Project name

Project number

Street address

703 Palomar Airport Rd

City
Carlsbad

State
CA

Zip
9201

Country
United States

Time zone

(UTC-07:00) America/Los_Angeles

Start date Sep 8, 2026

End date Add date
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Create a daily report

o~ survey

Attachments

E View signed report

Raken 2026




What's in a
Raken daily
report?

Standard daily reports document everything
that happens in a day on the jobsite.

To start a daily report in Raken, select a
project then select daily logs from the
project tools menu.

Standard daily reports have four sections:

Work logs

Time cards

Notes

Survey

Attachments (like photos and videos)
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Work logs

Use work logs to quickly document labor and
hours worked.

-  Select your company name

- Add number of people and hours

- Provide a brief description of the work
completed

- Add a photo if desired

Click the checkmark to save your
work

Company*

# of people*

Description

New work log

The
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£ Monday, August 31, 2026

Time cards

Chris Smith

Attended Foreman's huddle at 7:15. Met with North
County Mech foreman and Sun Electric foreman o...

21 @8 @o

Jimmy Hess

Hosted Foreman's huddle at 7:15 to talk about goals
for the day. Met with Triton Concrete foremantore... ~

a1 ©6 &0

Time cards

Use time cards when you need to keep detailed
track of your time on a project.

For entering, reviewing, and approving crew
time, use the Time tab in the bottom navigation
of your Project Tools.

& Tips

Time policies can be set up in Raken's web app to ensure
compliance by employee and project, and include:

Break time requirements
Overtime policies

Cost codes

Equipment

and more...
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Monday, August 31, 2026

Notes

Add note

Site safety

Notes

The Notes section helps you track
general project notes and site l|||“||||,,‘_.””H|l,
observations.

Category
General notes

Pallets were stacked up against the new
storefront on level 1. We had the crew move t... )
21

Description

Altacriments

Here, you can also use
voice-to-text—and add photos or
attachments.




Complete survey

Any accidents on site today? (Required)

Yes No N/A

Description
Sun Electric Apprentice got dusig
when he was working on overh
He was not wearing safety glasu (oS @IV QA s IR =t []I(=te

hat at the time of the injury. Hig questions that need to be

attempted to rinse his eyes out e e e R e
but he said the issues persisteq . P Y
sign your report.

took him to the clinic.

© Observation Go to Survey

é Photo

Cancel

Any schedule delays occur?

Surveys

The Survey section includes customizable
questions about site safety, project progress,
and more.

You can add any relevant photos, notes, or
attachments.

& Tips

Customize and require completion of survey questions
in Raken's web app. Plus, explore checklists to create
custom templates and more configuration options.



Attachments

Upload project photos or videos in the
Attachments section.

All photos will have upload time and date stamps,
and photos taken in Raken will have location
information as well.

& Tips

Select More > Settings from your home screen to choose
how your Raken photos are saved and organized.

File name .
E\ectr'\ca\-(ram\ng

pt\ on

pescri

uploaded oy

. GPN\
cep1, 20262 Lo

Date

\_Oca\\o\'\ 1 60
.33.087
Lat: 3% 0250599
Lng: IREC SIWAY,




Photo markup

Photo markup lets you draw directly on a photo to
highlight specific details.

Just select a photo, choose a markup color, start
drawing, and tap “Save" when you're done.



View report
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8310 Southwestemn Boulevard Dallas, TX 75206

Date Mon 05/22/2026 Report Rough 12345 Prepared By

Submit and share
your report

Reviewing framing on level 1 sefare

Framing Installed top ©
and installing

Time Cards

Pay

1 of 28 | The Village at Downtown

Worker Hours  Type Classification ~ Shift  Code Day Total

Adam

Raken 2026 —

Adrian

Requiar Time

Cummings




What does a
completed daily
report look like?

Once you upload all your field data, Raken
automatically creates a PDF report for you.

This report has:

Your company hame, logo and colors
Automatic weather conditions
Photos from your attachments

Work log and time card data

Material and equipment entries
Notes and observations

Survey data

Other attachments

& Tips

Customize your report template in Raken’s web app for
consistency across your projects. And, customize what
is included in each report and for different audiences.
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Submit your daily
report

After you've filled out your daily report,
you're ready to preview a sample of the final
PDF, sign, and submit to the office.

Click Preview report. If everything looks
good, tap “Sign and complete” to digitally
sign your name, then click the orange arrow
on the top right of the screen to complete
your report.

& Tips

You can save your digital signature for future use
so you are able to just tap “Add signature.”

3~ Ssurvey

™ Attachments

Preview report

b Sign & complete

H
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Who can | share a
daily report with?

You can send daily reports to anyone—even University Towers Offics
those who don't have the Raken app. G e cenbhotos

Choose action

Your recipients will receive a link to view your

Share Link
PDF report.

Export Document

To share a completed daily report, tap “View
Signed Report” from the Daily Logs section.

Then, tap the three dots (...) in the top right of 7704 83°-
the screen. R e | s s
From there, you can:

Total  Total Hours
Hours

Quantity by

e Select your favorite 4 photos to
highlight at the beginning of your report

e Share the link

e Export the document

Triton foreman to confirm we are on schedule.




Set up automated
distribution

Raken lets you automatically send signed
reports to whoever, whenever.

Add recipients from Raken's web app. You can
also customize which sections of the daily
report they receive and when they receive it.

Additional customizations for email
preferences and app notifications can be set
under More > Settings > Email Preferences.

aa Work logs
@ Time cards

=) Notes
o—

o— Survey

[P Attachments

a View signed report




01 Office View

Activity

Last 30 Days 2= Filters
Activity

Aaron Eagle signed a daily report in Convention Center - Millwork, Paint

Explore the :
d Insights
a s o a r Chris Larson @Raken submitted a time card in Raken Office

Live views Joseph Colucci - Personal Time Card | 1 Workers | 2 Hours | 01-800-Facility Op
pf nal T

Chris Larson @Raken submitted a time card in Raken Office

Joseph Colucci - Personal Time Card | 1 Workers | 2 Hours | 01-800-Facility Op

Raken 2026 Aaron Eagle submitted a survey in The Village at Downtown

PM 10 )¢ ) R " nstru




Get a real-time
activity feed on
your dashboard

Log in to Raken at togeta
real-time activity feed across your projects.

As your field teams submit time, complete tasks,
or take photos on the app, you can see it all here
in one convenient location.

Activity

m Insights

a1 . .
@, Liveviews

Activity

f I ast 30 Days =5 Filters

1ss submitted attachments in

Jimmy Hess submitted a work log in U

MEPF Engineering | 1 Workers | 8 Hours

Jimmy Hess signed a daily report in Ui


http://rakenapp.com

Your company-level home
screen includes:

Dashboard . Directory Time
: - Projects :
View activity and Add employees, Review and manage
S e Add new and manage . . .
detailed insights across . companies, and time card details across
. projects. . .
your projects. contacts you work with. your projects.

© ) O

Schedule Company

Configure detailed
settings for your
company and projects.

Messages

Chat with your team. Manage employee and

crew shifts.
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Employees

Filters

Name *

Adam Carrera Apprentice

Invite team

Agostino Valente Apprentice

members an
contacts

Alan Chong Journeyman
Alex Duschere Apprentice

Alexander Cea Journeyman

Raken 2026




Invite team
members

The Raken Directory lets you manage employees, companies
you work with, and contacts at those companies.

You can add an employee to the directory, who may then be
assigned to various projects, or add them directly from within
your project directory.

Invitees will receive an email with instructions for logging into
Raken.

Let's add an employee:

« Click the + Add Employees button
e Click on + New Employee

« Fill out their information

» Save

ntice

nter

lember

er

ntendent

Role Status

Account admin

Account admin

Worker

Worker

Employee

Worker

Employee

‘Aas_ _B._



o
I n v I te Collaborators
) : .
ea Project directory A

collaborators

You can also invite people from outside your company Companies FelipeY  Cool HVAC & Plum
to work on a specific project with you. For example

invite subcontractors to complete daily reports. CollEborators R
Collaborators only see their own activity. -

Hector F Triton Concrete

= Filters Q Search...

Name Company *

Go to your project. In the Project directory select
Collaborators. Click the orange + Add Collaborators
button to add their info and automatically send an
invite.
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‘a Settings

General

Daily reporting

CUStom i Ze you r Production
p rOj eCt Submittals

Integrations

Notifications

Photos

Raken 2026



Company-level setup
options

Click on the “"Company"” icon

Here is where you'll manage or configure options that
ensure consistency across your company, for
example:
-  Creating daily report, survey, or checklist
templates
- Uploading forms and creating folders
-  Setting time tracking policies

=

Projects

[
sgm
-

Directory

Time

=

Messages

=
B

Schedule

e

Company

“

Company info

Roles & permissions

Project settings

Time settings

Cost codes

= Materials

Equipment

Groups

Checklists

Company info

Company name

Raken

CC Emails

Employee range

Street address

703 Palomar Ai

ZIP code

9201

Brand color



Customize project
details and reports

Select your project, then scroll down the left sidebar and click
on Settings to customize project details such as:

General — Manage project information, logo, project radius,
and locations.

Daily reporting — Customize report sections, recipients, and
delivery settings.

Production — Manage cost codes, materials, and budgets.
Submittals — Set up submittal packages and spec sections.
Integrations — Connect accounting, cloud storage, and other
systems.

Notifications — Choose which team members receive safety,
delay, or missed report notifications.

Photos — Manage project photo settings.

o Settings

General

Daily reporting
Production
Submittals
Integrations
Notifications

Photos

General

AN

Name

The Villag

Search adc

Street add

8310 Sot

State

Texas

Country

United St

Project en

Project grc

Central +



Fine-tune your
project’s daily report

Click on “Daily reporting” to:

-  Set how often reports are required

-  Determine what sections your daily report will include

- Customize your survey questions

-  Decide when your reports will be sent and to whom

- Add segments for your project if you'd like multiple
reports by supervisor, shift, location, etc.

& Tips

Create a daily report template from Company > Project Settings
and apply it to your projects to simplify and standardize.

Daily reporting

Report display

Date display

@ Month / Day / Year

Capture weather data at the following times:

6:00 AM 12:00 PM 4:00 PM

Temperature: @ Fe Wind speed: @ MPH



Congratulations!
You've just set up your first project.

Get a live walkthrough Explore our training
, : resources
See the platform in action
and get your project Explore helpful resources
questions answered. and step-by-step tutorials.

Raken 2026


https://get.rakenapp.com/4AgSiqD
https://help.rakenapp.com/en/

