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Virtual Logbook – Capital Projects
• Prepared by:
• Project Management Unit (PMU)
• Planning and Project Management Office



PMU has implemented a digital logbook instead of 
physical one that will allow vendors, contractors, and 
other visitors to:

• 1. Check-in

• 2. Check-out

• 3. Pre-check-in 

NYCHA requires the scheduled vendors to pre-check-
in at least 24 hours in advance of the appointment to 
fill in the planned onsite form.

General Virtual Logbook Link
https://forms.office.com/g/qZW4Etshy1  

Pre-Check In Vendor Form ​ Link

https://forms.office.com/g/1btDLfEX41

General Virtual Logbook
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https://forms.office.com/g/qZW4Etshy1
https://forms.office.com/g/1btDLfEX41


Virtual Logbook
NYCHA has transitioned from physical to a virtual logbook, 
facilitating streamlined processes for vendors, skilled 
trades, and visitors by enabling them to:

1. At the location where you would normally find the 
physical logbook for Skilled Trade, there's now a flyer 
with a QR code. Scan it to check in and out upon 
arrival.

2. Replace traditional paper logbooks with a virtual.

This digital system offers several benefits:

• Development staff and Central Office (CO) will have 
real-time visibility of the virtual logbook.

• Quality Assurance, Compliance, Operations, and 
Monitoring Agents can efficiently track skilled trades' 
activities.

• Developments and CO can remotely monitor the 
logbook, ensuring accurate records of on-site vendors, 
skilled trades, and visitors.
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1. Open your camera app:  Handheld has a 
built-in camera app. Locate and open it.

2. Point the camera at the QR code:  Hold your 
phone so the QR code appears within the 
frame on your camera screen. Try to keep 
the code level and in focus.

3. Scan the code:  Many phones will 
automatically detect the QR code and 
display a notification or highlight it on the 
screen.

4. Follow the prompt:  Once the code is 
scanned, you'll usually see a notification 
with a link or additional information. Tap the 
notification to be directed to the form for 
Check-in/check-out encoded in the QR code.

Note: please input 'N/A' if a certain item does 
not apply to you.

Instructional Video: How to Scan QR Code on 
Any Android - 2023 (youtube.com)

A&CM Checking-In
Checking In 
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https://www.youtube.com/watch?v=6tXB73HxzSA
https://www.youtube.com/watch?v=6tXB73HxzSA


General Virtual Logbook – A&CM
• Fill out all required fields (#1-6)

• Note: #3- Vendor Company Name: Vendor must fill out complete Vendor Company Name



General Virtual Logbook Cont. – A&CM
• Fill out #7-15. 

• #12 click the drop-down box and click Capital Projects.
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General Virtual Logbook Cont. – A&CM

• Once the form is submitted, if applicable, submit another response. 
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• Check-Out or go to a new location if reassigned to another development 

General Virtual Logbook Cont. – A&CM
Checking Out
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• Select next location or Home (End of Day). 

• If next location is selected, make sure to check-in at next location upon arrival.  

General Virtual Logbook Cont. – A&CM
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General Virtual Logbook Cont.
• Once the form is submitted, if applicable, submit another response. 
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Pre-Check-In Form
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Given the extended timelines of A&CM Projects, we request that all A&CM Capital Projects complete the pre-check-in 
form once for each given project, ensuring that the date ranges for on-site work are included.

• At least 24 hours before scheduled visit. Fill out fields #1-9

• #7, please include the start date of the project. 

Pre-Check In Form – A&CM



• Fill out fields #9-10. 

• #9 has a drop-down box, make sure to select Capital Projects. 

• #10, please select the end date of the project. 

Pre-Check In Form Cont.– A&CM
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Once the form is submitted, if applicable, submit another response. 

General Virtual Logbook Cont. 
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Common Technical Issues 
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Common Tech. Issues  
Enable QR Code with NYCHA 
Handheld/Phone

There have been instances where users 
encountered difficulty accessing the QR code 
using the camera. 

Below are steps on how to enable the QR code: 

1: Open the camera on the phone. 

2: On the top left-hand side select the settings 
gear.

3: Under “Scan QR codes” make sure the option is 
on.

4: Refer to slide 6 to start the check-in and out 
process. 

Settings
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There have been instances where users 
encountered difficulty accessing the link via 
Google Chrome browsers. 

 The next page provides steps on switching 
browsers from Chrome to Web to access the 
virtual logbook link.

Common Tech. Questions Cont.
Using Correct Browser 
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1: Select the top of the phone then swipe down.

2: Select the settings gear on the top right corner.

3: Swipe down to the end of settings.  

Common Tech. Questions Cont. 
Using Correct Browser 
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4: Select “Apps.”
5: Select “Choose default apps.” 
6: Select “Browser app.”

Common Tech. Questions Cont.  
Using Correct Browser 
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Step 7: select the “Web” option. 
Step 8: go back to the home screen. 
The virtual logbook link should now be available under “Web.” 

Common Tech. Questions Cont.  
Using Correct Browser 
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Have questions? 

Contact:
Email: ppmo@nycha.nyc.gov 
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