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Subcontractor Pay Application Process

1 Once you have been invited to join a project within Procore you will have access to
the "commitments" section in the project tools tab.
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INSTRUCTION TO PREPARE PAY APPLICATIONS
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2 Click your contract number under commitments

3 The person of contact for invoicing will then be able to invoice for the project
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4 Click "Create"

5 Click "Create Invoice"
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6 Enter the correct pay application number

7 Enter the billing date for which you are submitting the Pay Application



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

8 In the Schedule of values, you will then enter the progress payment amount for
the said pay application. The retainage percentage will already be applied to the
invoice once you enter the work completed this period amount.

9 After entering the dollar amount of the pay app in the schedule of values, you will
attach your backup with the submitted pay app.
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10 Click "Upload Files"

11 Click "Attach"
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12 Click "Send"

13 Once sent 3i's accounting and construction team will be notified to approve or
reject the submitted pay application.


