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How to Submit DARHow to Submit DARHow to Submit DAR How to Submit DAR 
2 ways to submit DAR:

SA• SATM

• CWRA Web PortalCWRA Web Portal 



DAR Submission
CRMS-SATM



W b P t l M i F tiW b P t l M i F tiWeb Portal Main FunctionsWeb Portal Main Functions
Add general user account for different 
contracts
Submit Weekly DAR
Enquiry and Download Submission DAREnquiry and Download Submission DAR
View CWRA Reference Number and 
Ch C t t C l ti D t (SitChange Contract Completion Date (Site 
Person Contact Email Address)



Web Portal SubmissionWeb Portal Submission



Web Portal SubmissionWeb Portal Submission



W b P t l S b i iW b P t l S b i iWeb Portal SubmissionWeb Portal Submission



W b P t l S b i iW b P t l S b i iWeb Portal SubmissionWeb Portal Submission



W b P t l S b i iW b P t l S b i iWeb Portal SubmissionWeb Portal Submission



O r Validation R lesO r Validation R lesOur Validation RulesOur Validation Rules
1 Check the version of e form1. Check the version of e-form
2. The contract no. should exist in the database and 

match with the submitted e-form's contract nomatch with the submitted e form s contract no.

3. The CWRA reference no. should exist in the 
database

4. Construction workers registration no. and card 
serial no./card sequence no. should exist in the 
databasedatabase

5 Punch type should be either I (In) or O (Out)5. Punch type should be either I (In) or O (Out)



O r Validation R lesO r Validation R lesOur Validation RulesOur Validation Rules
6 Punch date should be within the reporting week6. Punch date should be within the reporting week

7. Punch date should be in valid date format 
(YYYY/MM/DD)(YYYY/MM/DD)

8. Practising trade codes should exist and be active in 
the databasethe database

9. If non-working day is not selected then the 
submitted DAR file should show attendance  for that 
dday.



Our Validation RuleOur Validation RuleOur Validation RuleOur Validation Rule
10 The Practising trade should be a registered trade (if the10. The Practising trade should be a registered trade (if the 

Practising trade of a worker was not a registered trade, the 
DAR report should display C406 (General Worker) in the 
Practising trade column of that worker)Practising trade column of that worker)

11. The worker's attendance records should be in pair

12. Punch-in time and punch-out time in a pair should not be 
the same

13. Missing mandatory items (Such as Contract Number, 
CWRA Reference Number, Worker Registration Number,CWRA Reference Number, Worker Registration Number, 
Card Serial Number, Date and Trade Code)

14. Duplicate Records in submitted e-form



DAR E l Fil T l tDAR E l Fil T l tDAR Excel File TemplateDAR Excel File Template
T R i t f C t ti W k

Site Daily Attendance Report (RAWＤata)
工地每日出勤表  (原始記錄 )

To: Registrar of Construction Workers
致 : 建造業工人註冊主任

Contract No. / BOO Ref. No.:

合約編號 / 屋宇署參照編號

CWRA Reference No.:

CWRA參考編號

Notes:

註釋:

Please read carefully the following notes before completing and submitting your report to the Construction Workers Registration Authority.

請於填寫及遞交報表予建造業工人註冊管理局前，細閱下列註釋。

1.  Please input either the card sequence no. printed on the lower right corner at the back of Construction Workers Registration Card or the card serial no. stored in the Construction Workers Registration Card.

1.  請輸入建造業工人註冊證背面右下角的卡序號或儲於註冊證內的序列號。

2.  If the construction worker is a registered skilled worker or semi-skilled worker but is not carrying out the construction work of his/her registered trade(s) on the construction site, please input C406 (General Worker) as the practising

d d

Construction Workers Card Serial No / IN/OUT (I / O) IN/OUT Date (yyyy/mm/dd) IN/OUT Time (hh:mm:ss) Practising Trade Code

trade code.

2.  註冊為註冊熟練技工或註冊半熟練技工的建造業工友，如於建造工地進行非其註冊工種的工作，請輸入C406 (普通工人)為其從事工作的工種代號。

3.  For overnight work, please add  an "OUT" record at the end of day (23:59:59) and  an "IN" record at the start of the following day (00:00:00) to the attendance record.

3.  如建造業工友需通宵工作，須要在當日的終結時加入“出＂記錄 (23:59:59) 和在緊接之日的開始時加入“進＂記錄 (00:00:00)。

Construction Workers

Registration No.

建造業工人註冊編號

Card Serial No. /

Card Sequence No.

(See Note 1)

卡序號 / 序列號

(註解 1)

IN/OUT (I / O)

進/出 (I / O)

IN/OUT Date (yyyy/mm/dd)

進/出日期 (年/月/日)

For example: 1 January 2007

should record as "2007/01/01"

例子: 2007年1月1日應輸入

"2007/01/01"

IN/OUT Time (hh:mm:ss)

進/出時間 (時:分:秒)

For example: 3:03pm should

record as "15:03:00"

例子: 下午3時3分0秒應輸

入 "15:03:00"

Practising Trade Code

(See Note 2)

從事工作的工種代號

(註解 2)



DAR E l Fil T l tDAR E l Fil T l tDAR Excel File TemplateDAR Excel File Template
T R i t f C t ti W k

Site Daily Attendance Report (ConsolidatedＤata)
工地每日出勤表  (經修訂記錄 )

To: Registrar of Construction Workers
致 : 建造業工人註冊主任

Contract No. / BOO Ref. No.:

合約編號 / 屋宇署參照編號

CWRA Reference No.:

CWRA參考編號

Notes:

註釋:

Please read carefully the following notes before completing and submitting your report to the Construction Workers Registration Authority.

請於填寫及遞交報表予建造業工人註冊管理局前，細閱下列註釋。

1.  Please input either the card sequence no. printed on the lower right corner at the back of Construction Workers Registration Card or the card serial no. stored in the Construction Workers Registration Card.

1.  請輸入建造業工人註冊證背面右下角的卡序號或儲於註冊證內的序列號。

2 If th t ti k i i t d kill d k i kill d k b t i t i t th t ti k f hi /h i t d t d ( ) th t ti it l i t C406 (G l W k ) th ti i2.  If the construction worker is a registered skilled worker or semi-skilled worker but is not carrying out the construction work of his/her registered trade(s) on the construction site, please input C406 (General Worker) as the practising

trade code.

2.  註冊為註冊熟練技工或註冊半熟練技工的建造業工友，如於建造工地進行非其註冊工種的工作，請輸入C406 (普通工人)為其從事工作的工種代號。

3.  For overnight work, please add  an "OUT" record at the end of day (23:59:59) and  an "IN" record at the start of the following day (00:00:00) to the attendance record.

3.  如建造業工友需通宵工作，須要在當日的終結時加入“出＂記錄 (23:59:59) 和在緊接之日的開始時加入“進＂記錄 (00:00:00)。

Construction Workers

Registration No.

建造業工人註冊編號

Card Serial No. /

Card Sequence No.

(See Note 1)

卡序號 / 序列號

(註解 1)

IN/OUT (I / O)

進/出 (I / O)

IN/OUT Date (yyyy/mm/dd)

進/出日期 (年/月/日)

For example: 1 January 2007

should record as "2007/01/01"

例子: 2007年1月1日應輸入

"2007/01/01"

IN/OUT Time (hh:mm:ss)

進/出時間 (時:分:秒)

For example: 3:03pm should

record as "15:03:00"

例子: 下午3時3分0秒應輸

入 "15:03:00"

Practising Trade Code

(See Note 2)

從事工作的工種代號

(註解 2)



V lid ti R t E D i tiV lid ti R t E D i tiValidation Report Error DescriptionValidation Report Error Description
Invalid version of e-form 
(Please update the version 

1
Check the version of 
e-form

(Please update the version
by downloading from 
CWRA website and 
resubmit) 電子報表版本無
效 (請從在 CWRA網站下
載更新電子報表版本及重

Invalid DAR File 
呈交不正確DAR

載更新電子報表版本及重
新呈交)

The contract no. 
should exist in the 

No record of the entered 
public works contract no/BD 

公共工程合

Missing Public 
Works Contract 
No/BD Reference

2 database and match 
with the submitted e-
form's contract no

Reference No.. 公共工程合
約號碼/屋宇署檔號未有
記錄

No/BD Reference 
No. 缺少公共工程
合約號碼/屋宇署
檔號

Th CWRA
No record of the entered Missing CWRA 

3
The CWRA 
reference no. should 
exist in the database

CWRA Reference No. 建造
業工人註冊管理局檔號未
有記錄

g
Reference No. 缺少
建造業工人註冊
管理局檔號

Invalid worker 

4

Construction workers 
registration no. and 
card serial no./card 
sequence no. should

No record of worker 
registration no. 工人註冊編
號未有記錄

Mismatched Worker 
registration no. and 
card serial/sequence 
no 工人註冊編號
與卡序號/序列號

registration card 工
人註冊証無效 (2) -
Void Card (After 
Issued)
(6) – Damage Card

Worker’s 
registration 
card expired 
工人註冊証sequence no. should 

exist in the database
號未有記錄

與卡序號/序列號
不配對

(6) Damage Card 
(After Issued)
(7) – Lost Card 
(After Issued)

工人註冊証
過期



Validation Report Error DescriptionValidation Report Error Description
Incorrect IN/OUT type 進入/外出類

5 Punch type should be I or O
Incorrect IN/OUT type 進入/外出類
別不正確

Punch date should be within the 
submission period e.g. 

IN/OUT date is not within the
6

submission period is 5-06-2006 
to 11-06-2006 then the punch 
date should be within 5-06-2006 
to 11-06-2006

IN/OUT date is not within the 
reporting week 進入/外出日期不在
匯報週之內

7
Punch date should be in valid 
date format

Incorrect IN/OUT date format 進入/外
出日期格式不正確

Incorrect IN/OUT time format 
進入/外出時間格式不正確

工種代
8

Practising trade code should  
exist and active in the database

Incorrect /In-active trade code 工種代
號不正確/無效

If non working day is not

9

If non-working day is not 
selected then the submitted DAR 
file should have attendance 
records for that day.

Missing attendance record for working 
day [date] 缺少施工日的出勤記錄
[date]



Validation Report Error DescriptionValidation Report Error Description

10

The Practising trade should be a 
registered trade (if the Practising 
trade of a worker was not a 
registered trade, the DAR report 

Practising trade should be a 
designated trade or General Worker 
(code no.C406) 從事工作的工種應

should display C406 (General 
Worker) in the Practising trade 
column of that worker)

為指定工種或普通工人類別 (代
號C406)

Th k ' d d
Daily attendance records are not in 

i ( ) ( i i [ ]) 每

The first daily attendance record 
should be an IN and the last 
daily attendance record should 
b OUT i i

11
The worker's attendance records 
should be in pair

pair(s) (registration no. [reg_no]), 每
日出勤記錄未能成對 (註冊編號
[reg_no])

be an OUT registration no. 
[reg_no]  每日的第一個出勤
紀錄應為進入及最後一個出
勤記錄應為外出 (註冊編號
[reg no])[reg_no])

12
Punch-in time and punch-out 
time in a pair should not be the 

IN and OUT time should not be the 
same 進入和外出時間不應相同

same
same 進入和外出時間不應相同



Validation Report Error DescriptionValidation Report Error Description

Missing mandatory
Missing worker 

缺少工

Missing card serial 
no /card sequence

Missing attendance 
record type (IN (I) 
/OUT (O)) 缺少

Missing 
IN/OUT 

缺少進13
Missing mandatory 
items

registration no. 缺少工
人註冊編號

no./card sequence 
no. 缺少卡序號 / 
序列號

/OUT (O)) 缺少
出勤記錄類別
(進入(I)_/外出
(O))

time 缺少進
入/外出時
間

Mi i IN/OUT d t
Missing Practising 
t d d 缺少從

Missing Essential 
Missing IN/OUT date 
缺少進入/外出日期

trade code 缺少從
事工作的工種代
號

g
Field 缺少必須資
料

14
Duplicate Records 
in submitted e-form

Duplicate attendance 
records 重複出勤記錄



Validation Report Error DescriptionValidation Report Error Description
Validation Report Error Description Error Details RemarksValidation Report Error Description Error Details Remarks

Invalid Worker Registration Card Void Card (After Issue) 失效卡 Please contact CWRA 請聯絡工

工人註冊証無效 (2) (發出後) 人註冊管理局- 28715500

Invalid Worker Registration Card Damaged Card 內部損壞卡 Please contact WRO 請聯絡工Invalid Worker Registration Card Damaged Card 內部損壞卡 Please contact WRO 請聯絡工

工人註冊証無效 (3) 人註冊處- 28731911

Invalid Worker Registration Card Void From QC 品質檢驗失敗 Please contact WRO 請聯絡工

工人註冊証無效 (4) 人註冊處- 28731911

Invalid Worker Registration Card Internal Lost Card 內部遺失卡 Please contact WRO 請聯絡工

工人註冊証無效 (5) 人註冊處- 28731911

Invalid Worker Registration Card Damaged Card (After Issue) 損 Please contact CWRA 請聯絡工

工人註冊証無效 壞卡 發出後 人註冊管理局工人註冊証無效 (6) 壞卡(發出後) 人註冊管理局- 28715500

Invalid Worker Registration Card Lost Card (After Issue) 遺失卡 Please contact CWRA 請聯絡工

工人註冊証無效 (7) (發出後) 人註冊管理局- 28715500

Invalid Worker Registration Card Not Formally Issued Card 未正 Please contact WRO 請聯絡工Invalid Worker Registration Card Not Formally Issued Card 未正 Please contact WRO 請聯絡工

工人註冊証無效 (8) 式發出卡) 人註冊處- 28731911

IT Enquiry Email : it-enquiry@cwra.org.hkq y q y@ g



Green Card and Workers Registration Cards Green Card and Workers Registration Cards ––gg
Alignment of Expiry DatesAlignment of Expiry Dates

• Starting November 2009, construction worker may opt for 
aligning the expiry date of Workers Registration Card and “Green 
Card”Card”



Contact UsContact Us
Registration Head Office :
E i (852) 2873 1911

Contact UsContact Us

Enquiry :(852) 2873 1911
Fax :(852) 2873 6211
Enquiries on Workers Registration Offices, Registration matters and Application
Email : wro-enquiry@cwra.org.hk

Authority Secretariat :y
Tel :(852) 2871 5500
Fax :(852) 2870 1068
General Enquiry Email : info@cwra org hkGeneral Enquiry Email : info@cwra.org.hk

Enquiries and Technical Support regarding CRMS, SATM, SAM Card, 
Completion Notice and DARCompletion Notice and DAR

IT Enquiry Email : it-enquiry@cwra.org.hk

Website: http://www cwra org hkWebsite: http://www.cwra.org.hk



Q & AQ & AQ &Q &

建造業工人註冊管理局建造業工人註冊管理局
Construction Workers Registration AuthorityConstruction Workers Registration Authority


