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Entering your time

1 Open the procore app
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2 Select the job site you are on.

3 Select the correct job, you will only see a list of the jobs assigned to you
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2 Select the job site you are on.

3 Select the correct job, you will only see a list of the jobs assigned to you
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4 Click the "My time" icon
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5 Click the orange + icon



Made with Scribe - https://scribehow.com 5

6 Click cost code
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7 For now all cost codes are in the "non-budgeted" tab
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8 Select the cost code that best describes your first task.



Made with Scribe - https://scribehow.com 8

9 Choose how many hours you spent on your first task.
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10 Enter a description of what you were doing.
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11 Click add line to add another hour count and task



Made with Scribe - https://scribehow.com 11

12 repeat steps for all daily tasks
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13 Once all hours and tasks are entered click "save at the top"




