
 

DAILY SIGNATURE LOG 

The Daily Signature Log (DSL), formerly known as DSOL, is a timesheet that all laborers, 

mechanics, journeypersons, and apprentices working on a job site are required to sign at the 

beginning and at the end of each shift, each work day. 

 

The DSL serves the following functions: 

 Advises the worker of the legally required base wage and benefits rate for the worker’s trade 

classification. 

 Provides the worker with the SCA’s Prevailing Wage Hotline telephone number. 

 Records daily work hours (start / quit time) and trade classification for each employee 

performing work on the project. 

 

Historically, the DSOL timesheets were mailed to the SCA. The SCA incorporated manual input 

processes to record the information on the sheets, and then stored the hard copy forms offsite for 

future use. 

 

The new DSL process allows Users to input the required information electronically, where it is 

stored in the Daily Signature Log (DSL) Submission website for easy access and review. 

Users assigned the process of uploading the daily DSL(s) to the DSL Submission web page have 

the option of uploading them on either a daily or weekly basis. Note that SCA requires that DSL’s 

be uploaded within 30 days of the work completion date. 

 

 

In order to upload and save electronic copies of the DSL in the DSL Submission web 

page, Users must first scan and save the hard copy DSL as an electronic file. Consult 

with a Supervisor for guidance on scanning and saving electronic copies of hard copy 

DSLs. 

 

Two methods for submitting DSLs are available to Users: 

1. Upload a DSL using the LCMS system. 

2. Upload a DSL using the dedicated DSL Submission web page. 

 

  



 

CHAPTER 6 DAILY SIGNATURE LOG, continued 

Figure 1: Completed Daily Signature Log 

 
 
  



 

6.1 Upload the Daily Signature Log (DSL) 

 

Before proceeding, be sure to have the following: 

 SCA Contract Number that corresponds to the DSL(s) being uploaded. 

 The week ending date and exact work days from the DSL(s). 

 

Follow the steps below to upload a DSL: 

1. Is LCMS being used to upload a DSL? 

If… Then… 

Yes Proceed to step 2. 

No The DSL Submission web page is being used to upload a DSL. 

a. Log in to the DSL Submission web page. The Search screen is displayed. 

 

b. From the Quick Search section, click the Category dropdown arrow. Menu 

options are displayed. 

c. From the menu options, select Contract No. 

 

d. Click into the Search field. Enter the last five (5) digits of the contract number. 

e. Click the Search button. The contract is displayed. 

 

 

Other criteria are available to locate the appropriate contract; 

however, the Contract No. option is used most often. To use 

another option, make a selection from the Category dropdown menu 

options, and enter the corresponding information in the Search field. 

f. Proceed to step 9. 

  



 

6.1 Upload the Daily Signature Log (DSL), continued 

2. Log into LCMS. The User’s LCMS Dashboard is displayed. 

3. From the Dashboard, go to the Certified Payrolls section. 

4. Click Manage CPRs. The CPR Management screen is displayed. 

Figure 2: LCMA Dashboard - Certified Payrolls Section - Manage CPRs 

 

 

  



 

6.1 Upload the Daily Signature Log (DSL), continued 

5. From the Search CPR List section, click into the Search field. Enter the last five (5) digits of 

the SCA Contract Number that corresponds to the DSL(s) being uploaded. 

 

Entering the last five digits of the contract number in the Search field is the 

quickest method of locating the necessary information. Users may also locate 

the contract by inputting information in the Select Borough and Select Contract 

fields.  

 Use the dropdown arrows to first select the borough that the contract covers, 

and then select the appropriate contract. 

 

6. Click the Search button. A project tree is displayed. 

Figure 3: CPR Management Screen / Search CPR List Section - Search Field 

 
 

 

Click the Reset button to enter a new set of five digits (last five digits of the contract 

number) in the Search field. 

 

 

Be sure the Contract Number option is selected from the dropdown menu 

options located next to the Search field. 

 

  



 

6.1 Upload the Daily Signature Log (DSL), continued 

7. From the project tree, select the school that the contract represents. 

 

Multiple schools may be included in the project tree. Be sure to select the 

appropriate school. 

 

8. Click the Upload DSL button. The Daily Signature Log Submission web page for the 

contract is displayed.  

 

After clicking the Upload DSL button from LCMS, Users are automatically 

signed into the DSL Submission web page. 

Figure 4: LCMS CPR Management Screen - Project Tree Selected School 

 
 

  



 

6.1 Upload the Daily Signature Log (DSL), continued 

9. From the DSL Submission web page, go to the Search Results section. Select the 

appropriate Contractor. The Daily Signature Logs section for the Contractor is displayed. 

Figure 5: DSL Web Page – Search Results 

 
 

10. From the Daily Signature Logs section, click the Upload DSL button. A Calendar is 

displayed. 

Figure 6: DSL: Contractor Identification and Upload Button 

 
 

  



 

6.1 Upload the Daily Signature Log (DSL), continued 

 

For the example in Figure 5, the User is uploading the first DSL for the contract, and 

only one Contractor is displayed. However, the Daily Signature Logs section for older 

projects may display multiple Contractors and multiple DSL’s that have already been 

uploaded.  That screen is displayed as follows: 

 

 

 Action Buttons 

 
 

Click the EYE button to view the completed DSL for the selected week.  

 
 

Click the DOWNLOAD button to download a copy of the DSL to a local file. 

 

 

Click the CIRCULAR ARROW button to view the document history for the 
contract: 

 

 

  



 

6.1 Upload the Daily Signature Log (DSL), continued 

11. From the Calendar, click the Calendar icon to unlock the calendar for input. 

Figure 7: Calendar - Calendar Icon 

 
 

12. Is the DSL being updated for the week? 

If… Then… 

Yes Proceed to step 13. 

No A DSL for a single day is being uploaded: 

a. From the Daily Signature Logs section, click the Upload DSL button. A 

Calendar is displayed. 

b. From the Calendar, click the Daily option. 

 

c. Proceed to step 13. 

 

  



 

6.1 Upload the Daily Signature Log (DSL), continued 

13. From the Calendar, select the week ending day. The date appears in the CPR Weekending 

date field. 

 

The DSL week-ending date is the same as the CPR week-ending date. 

Figure 8: Calendar Icon – Week Ending Date 

 
 

14. From the work week, select all work days the DSL represents. The selected dates are 

displayed next to the Calendar. 

 

Users MUST select at least one day within the work week. 

Figure 9: Calendar – Selected Work Days 

 
  



 

6.1 Upload the Daily Signature Log (DSL), continued 

15. Click the Choose File button. A search window opens displaying all drives/folders/files 

associated with the User. 

Figure 10: Calendar - Choose File Button 

 

16. From the search window, locate and select the appropriate DSL pdf file for upload. 

 

The file MUST be in a PDF format. However, be sure that the file is under  

10 KB or it will not load. 

 

17. Click the Open button. The file is displayed on the Calendar. 

Figure 11: Open Window - User's Folders/Files 

 
 

  



 

6.1 Upload the Daily Signature Log (DSL), continued 

18. From the Calendar click the certification box. 

19. Click the Save button.  

Figure 12: Calendar - Certification Checkbox / Save Button 

 
 

 An upload in progress message is displayed. 

 

 A confirmation message is displayed. 

 

 The DSL is now saved to the Daily Signature Log application. 



 

6.1 Upload the Daily Signature Log (DSL), continued 

20. Does another DSL need to be uploaded?  

If… Then… 

Yes Repeat steps 10 – 19. 

No END OF TASK 

 


