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	— INTRODUCTION 

A guide to building  
better starts here. 
Rolling out new technology into the field can be both exciting and challenging. 
Procore has worked side-by-side with your industry peers to create this guide, in 
an effort to ensure your success in building smarter, better, and more connected.

When everyone buys into Procore, everyone benefits. From the office to the 
field and across companies, everyone attached to a project is connected by the 
platform where they can easily collaborate, share data, and drive the project 
forward more efficiently than ever. This guide is to help you get there as quick 
and painless as possible.

“Within six months, 
individuals were able 
to run two jobs at the 
same time. I wouldn’t 
have thought that to 
be possible.” 
Jake Walters 
Project Manager
Haggard Electric

“I wish I had this guide 
2 years ago. It gets rid 
of 80% of the fear and 
unknown that goes 
along with transitioning 
to technology.”
Matthew Slaughter
Project Manager
Victory Woodworks
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01Construction software  
built for you.
Introducing Procore
You told us we needed a solution to help  

 
Procore’s construction platform was designed to solve these 
challenges. So here’s where we’ll be focusing our efforts over 
the next few months.

Our Top Challenges to Focus On:

 
01.   

02.   

03.   

04.  

05.    

 Typical Peer Challenges:

	+ Lack of communication between field and office.

	+ Tracking RFIs, changes in plans, and information that 
comes and goes.

	+ Critical information is not documented or  
goes missing.

	+ Tracking safety protocols and incidents can  
be cumbersome.

	+ The procurement process is fragmented.

	+ It is hard to maximize my time in the field if 
communication among other trades isn’t possible.

	+ Rework is expensive and exposes us to additional risk.

	+ Keeping up with out-of-scope work and getting paid for 
ALL the work we do isn’t happening.

	+ It’s hard to capture and document potential delay events 
for CYA purposes.
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89%87%
See Into the Future
89% of surveyed users agree Procore 
provides more accurate forecasts.

Standardize Processes
87% of surveyed users feel Procore helps 
standardize processes across projects.

Procore Benefits By 
the Numbers

72%
Stay Connected
72% of surveyed users improve field-to-
office communication.
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How will Procore benefit you?
You are not alone in feeling that new technology can be challenging, but keep in mind that this 
isn’t just benefiting the company. Procore will make you a more efficient builder, it’ll make your job 
easier, and you’ll feel more prepared for what comes at you on a daily basis.  See what your peers 
had to say before and after rolling out Procore.

Stakeholder Prior to Procore What They Say Now About the Experience

APPRENTICE “Looking at your phone on the jobsite can be seen 
as a big no, no.”

“When a GC sees me looking at my phone now, I happily show 
them. I’m on top of things and they can see it.”

FOREMAN “I’m paid and rewarded for my ability to be 
productive. Is this going to impact that?”

“Getting your updated drawings, documents, and other 
information with the push of a button is very valuable, when 
you need to be making critical decisions in the field.”

SUPERINTENDENT “I already have a gameplan for what I need to do 
each day. Is this going to add an unnecessary 
burden to my job?”

“My experience has brought me this far. Procore doesn’t make 
me a better builder, just a more productive and less vanxious 
one. I wouldn’t want to go back to the way things were.”

SAFETY  
MANAGER

“Are there going to be 20 ppl calling me at once to 
get clarity around what they are supposed to do, fill 
out, etc?”

“Don’t be afraid. They’ll start to realize it’s easier to open their 
phone than going back to the trailer to find a piece of paper. 
Once you get the hang of it, it’s going to make your life 10X 
easier. You’ll know your safety walks are getting done and 
you’ll get notified of incidents quickly. I’ve felt more prepared 
to have the critical conversations than ever before.”

PROJECT  
MANAGER

“I know that I’m going to be leading the charge on 
this and held responsible for its success. How am 
I going to roll this out if I’m not yet an expert? I’m 
afraid of screwing it up.”

 “Screw ups happened, and it was a part of the process. 3-6 
months later I started to see an increase in productivity. I got 
new plans this morning and had them in the hands of ALL my 
team members within 10 minutes.”
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02All your apps. Integrated.
Procore allows us to connect some of the current applications 
we’re using, making it easy to enter information and trust that it 
gets to the right people, in the right place. So Procore isn’t just 
one more thing, it’s actually streamlining communication while 
allowing you to continue using the tools you love.

We will begin accessing the following 
applications through Procore:

 
01.   

02.   

03.   

04.  

05.    

Most popular Procore integrations 
for specialty contractors:

GMAIL

GOOGLE SHEETS

MICROSOFT TEAMS

STACK

OUTLOOK

GOTOMEETING

MILWAUKEE ONE KEY

NYFTY.AI

ZOOM

OPENSPACE

ESTICOM

MICROSOFT PROJECT/ 365
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“We can do a site 
walk with other 
project stakeholders 
even if they aren’t 
there. The ability to 
have a Zoom meeting 
in the field provides 
the option for anyone 
to jump directly 
through that link and 
walk the site with us.”

Nichole Carter
Implementation & Adoption Manager 
Big-D Construction
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Phased rollout.
We will be rolling Procore out in phases to help focus our attention on 
tools or processes that will bring us quick value and help you build 
the foundation for the next phase. We’ve identified some key success 
metrics that we will focus our efforts as a collective.These will be our 
Northstar for measuring the success of each phase.03The basics.

Your participation is crucial in realizing 
the ROI of your company’s investment in 
Procore. That’s why we’ve worked side-
by-side with your peers to provide your 
company with insight into successful 
onboarding “paths” to help them construct 
one that best fits your company needs. 

Leverage the rest of this guide along with 
these quick but effective, mobile, training 
videos. This approach will help set the 
foundational knowledge you need to 
navigate Procore with confidence within the 
first year.

  

Phase 1 -  

What does success look like?

Phase 2 -  

What does success look like?

Phase 3 -  

What does success look like?

Phase 4 -  

What does success look like?

https://support.procore.com/customer-success/field-teams-onboarding-guide-specialty-contractor-edition
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The following guide outlines which tools we’ll begin training on and starting to use 
during each phase of our Procore onboarding journey. Reference the time frames 
associated with each phase outlined on the previous page.

Tools  Phase 
1

Phase 
2

Phase 
3

Phase 
4

Eval. for 
Future Notes

ANNOUNCEMENTS

CHANGE EVENTS

CREWS

COORDINATION ISSUES

CORRESPONDENCE

DAILY LOG

DRAWINGS 1 (NAVIGATION)

DRAWINGS 2 (MARKUP)

DOCUMENTS

FORMS

INCIDENTS

INSPECTIONS

MEETINGS

MODELS

MY TIME

OBSERVATIONS

PHOTOS

PUNCH LIST

RFI

SCHEDULE

SPECIFICATIONS

SUBMITTALS

T&M TICKETS

TASKS

TIMESHEETS
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Which projects will we begin to run on Procore?

Phase of ConstructionProject

PROJECT NAME DESIGN UNDER 
CONSTRUCTION PUNCHLIST WARRANTY



FIELD TEAM ONBOARDING GUIDE  |  12

Which projects will we begin to run on Procore (continued)?

Phase of ConstructionProject

PROJECT NAME DESIGN UNDER 
CONSTRUCTION PUNCHLIST WARRANTY
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Which projects will we begin to run on Procore (continued)?

Phase of ConstructionProject

PROJECT NAME DESIGN UNDER 
CONSTRUCTION PUNCHLIST WARRANTY
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Getting started.
Before we begin, make sure:

	+ You’ve received access to Procore and have logged in.

	+ You’ve downloaded the Procore app (iOS, Android, 
Windows), and have logged into Procore.

	+ You have your Procore Phased Rollout Chart handy to 
reference which tools you’ll start with.

	+ You know who your Procore Advisor(s) are within your 
company that you can turn to for assistance, questions, 
and feedback––(referenced later in this guide.)

Once these are complete, leverage the rest of this guide 
and click here to start your training.
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https://support.procore.com/faq/how-do-i-download-procores-windows-mobile-application
https://support.procore.com/faq/how-do-i-download-the-procore-android-mobile-application
https://support.procore.com/faq/how-do-i-download-the-procore-ios-mobile-application
https://support.procore.com/customer-success/field-teams-onboarding-guide-specialty-contractor-edition
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04Navigating Procore.
Please note, the following tool instructions are 
just some of the tools we’ll be using in Procore. 
To focus our efforts we’ve outlined how we will 
be using the tools, which fields are critical to fill 
out, key documents we’ve uploaded and where 
to find them.

Intro to Permissions
All tools are permission-based. To cut the noise, we’ve assigned you the 
necessary permissions to be able to do your job without overloading you 
with too many features. If you find that you’re unable to perform your 
tasks as outlined in the following pages, let us know and we will update 
your permissions to do so.

The following pages will outline how we at  
plan to use Procore, and points out critical fields or information that we 
would like to start reporting on. We will put effort into hiding fields we 
don’t anticipate using to keep it simple.
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Every day starts and ends 
with your Daily Log.
Our priorities:

Observed Weather Conditions  

Manpower

Timecards

Equipment

Notes

Inspections

Scheduled Work

Photos

Delays

Productivity  

Safety Violations

Accidents

Deliveries

Additional logs we plan to leverage:
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Navigating the Daily Log. 
Reference or take notes on this page when viewing the training video.  
Then stuff this in your back pocket to reference in the field, if you get stuck.

Notes:
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If individuals, then record time by using: My Time Timesheets

Time will be recorded by: Crew Lead Individual

How will we log time in Procore?
Logging your time just got more convenient. You can log time via the ‘Crews & Workers’, 
‘Timesheets’, or ‘MyTime’ tools in Procore. Below outlines how we plan to log time in Procore.

Start and Stop

Regular

Total Time

Over Time

Double Time

We will use the below durations of time:

Types of time: Additional Times  (Hazard Pay, Per Diem, Travel, etc.)
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Create a “Crew” or “Worker” to log time.
Reference or take notes on this page when viewing the training video. Then stuff this 
in your back pocket to reference in the field, if you get stuck.

Notes:
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Logging your time or your crew’s time in the “Timesheets” tool.
Reference or take notes on this page when viewing the training video. Then stuff this in your back 
pocket to reference in the field, if you get stuck.

Notes:
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Logging your time in the “My Time” tool.
Reference or take notes on this page when viewing the training video.  
Then stuff this in your back pocket to reference in the field, if you get stuck.

Notes:
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The Observations tool is a great way to log critical information on-the-fly. Whether work-to-complete, 
delays, or safety issues––jot it down to keep your communication tight.

Commissioning Quality Safety Environmental Work-to-Complete Warranty

Commissioning Corrective Action Near Miss Air Quality Pre-Punch Service Call

Testing Deficiency Safety Hazard Cultural Heritage Trade Delay

Non-
Conformance Safety Notice Hazardous 

Materials
Work-to-
Complete

Pre-Punch Safety Violation Noise

Spill

Storm Water

Vegetation

Waste 
Management

Wildlife
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What Information is important to capture?
We want to concentrate our efforts on ensuring we are filling out the following fields. 
The rest we will hide to keep us focused on what’s important.

Required 
Fields

Prioritized 
Fields Field Name Benefit/ Reason Why

Attachments

Title

Type

Status

Assignee

Distribution

Location

Priority

Due Date

Private

Hazard

Description

Additional fields we are adding:
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Navigating Observations.
Reference or take notes on this page when viewing the training video. Then stuff 
this in your back pocket to reference in the field, if you get stuck.

Notes:
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“The Observations tool 
is like a gateway drug. 
It captures the eyes 
and ears of your field 
teams. It’s the kick-off 
point in documenting 
change orders, leading 
to higher assurance 
that you’re getting paid 
for the work you put  
in place.”

Jake Walters
Project Manager 
Haggard Electric
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Keep a steady log of to do items with Tasks.
The Tasks tool gives project management and field teams the ability to assign and track requests, 
tasks, and CTAs. For example: A Project Manager could assign their BIM Detailer a Task to publish the 
coordinated model for the first floor. 

Administrative

Clouseout

Contract

Design

Form Ready for Review

Miscellaneous

Preconstruction

Which Tasks will we be logging?

Navigating the Tasks tool.
Reference or take notes on this page when viewing 
the training video. Then stuff this in your back 
pocket to reference in the field, if you get stuck.
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Our Punch List is the final 
impression we leave -  
so let’s leave a good one.
Use this tool to help capture and take action on items toward the end of 
the project. Punch templates will help you capture information quickly 
and in a way that can be analyzed later for continuous improvement.   

Concrete

Masonry

Metals

Wood, Plastics, and Composites

Specialties

Fire Suppression

Earthwork

Thermal and Moisture Protection

Equipment

Plumbing

Exterior Improvements

Openings

Furnishings

Communications

HVAC

Finishes

Conveying Equipment

Electronic Safety and Security

Electrical

How will we be using the Punch List tool?
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What Information is important to capture?
We want to concentrate our efforts on ensuring we are filling out the following fields. 
The rest we will hide to keep us focused on what’s important.

Required 
Fields

Prioritized 
Fields Field Name Benefit/ Reason Why

Attachments

Title

Punch Item 
Manager

Final Approver

Assignees

Distribution

Due Date

Location

Scheduled 
Impact

Priority

Private

Description

Additional fields we are adding:
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Navigating the Punch List tool.
Reference or take notes on this page when viewing the training video.  
Then stuff this in your back pocket to reference in the field, if you get stuck.

Notes:



FIELD TEAM ONBOARDING GUIDE  |  30RFIs
Get answers quickly, give clarity to project team members, and keep your project moving.
When filling out an RFI in Procore, make sure you are capturing the following information.

What Information is important to capture?
We want to concentrate our efforts on ensuring we are filling out the following fields.  
The rest we will hide to keep us focused on what’s important.

Required 
Fields

Prioritized 
Fields Field Name Benefit/ Reason Why

Subject

Question

Attachments

RFI Manager

Due Date

Distribution

Spec Section

Location

Scheduled 
Impact

Cost Impact

Additional fields we are adding:
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Navigating the RFI tool.
Reference or take notes on this page when 
viewing the training video. Then stuff this in 
your back pocket to reference in the field, if 
you get stuck.

Notes:
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Photos are worth one thousand words. 
Capture everything.
Keep track of and capture work 
throughout the project. Markup photos 
and create albums of important tasks.

Navigating the Photos tool?
Reference or take notes on this page 
when viewing the training video. 
Then stuff this in your back pocket to 
reference in the field, if you get stuck.

Notes:
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Navigating the Photos tool continued.

Notes:
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Access checklists within the 
Inspections tool.
Access all the checklists you need to achieve QA/QC, installation or safety standards directly 
from your mobile device. 

Here is the list of checklists we plan to use the Inspections tool for.

Checklists We Have Added:
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Navigating the Inspections tool.
Reference or take notes on this page when viewing the training video.  
Then stuff this in your back pocket to reference in the field, if you get stuck.

Notes:
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Navigating the Inspections tool continued.

Notes:
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From permits to Job Hazard 
Analysis and Tool Box Talks, 
the Forms tool allows you to 
access any type of fillable 
PDF on the fly.
Anything that the Inspections tool doesn’t hold can be accessed here. 
Add signatures and fill out forms you might usually turn to paper for, 
digitally.  

Forms we’ve added:
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Navigating the Forms tool.
Reference or take notes on this page when viewing the training video.  
Then stuff this in your back pocket to reference in the field, if you get stuck.

Notes:
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Team Leads to lean on:

Office Location: Office Location:

Office Location: Office Location:

What you should go to them for: What you should go to them for:

What you should go to them for: What you should go to them for:

Email: Email:

Email: Email:

Number: Number:

Number: Number:

Name: Name:

Name: Name:

Or check out Procore’s specialty contractor Community group.

https://community.procore.com/s/group/0F92T000000Xb5xSAC/specialty-contractors
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Additional Details

Keep In Mind

This is a process and it will evolve over time. Please be patient 
as we work through this together as a team.

Login Information

Download the Procore app for free on your phone and then log 
in to Procore at least 3 times before next week. Please set up 
the use of your thumbprint / facial recognition to make logging 
in as easy as possible.

Emails

You could receive a lot of emails in the beginning. We will work 
as a team to ensure you only receive what’s necessary moving 
forward.
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Locations

Locations can be very useful, but we need to keep it clean. 
When adding locations, check that everything is spelled 
correctly so we aren’t creating doubles.

Documenting vs Recording

Documenting is what you have been doing, a stand-alone 
process that results in duplicate work. You’re moving to 
recording information which is collaborative and allows for 
accurate real-time reporting.

Support

Chat Support: support.procore.com 
Email: support@procore.com 
Phone: 833-277-6267 (toll-free)
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06Why Procore?

Built for construction.
For the last 18 years, Procore has been dedicated to this 
industry and this industry alone. That means the product is 
built with you in mind.

Everyone’s connected on one platform.
Procore allows us to connect all our applications and people 
in one place. So you can find what you need when you 
need it––and so can all our project stakeholders.

Lots of resources and a large community.
Procore provides free training certifications, 24-hour 
support, and a free support site. Plus, opportunities to 
connect to other Procore users through the  
Procore Community.

https://community.procore.com/
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The complete construction management 
platform that connects everyone on your 
project to everything they need, all in  
one place.

Procore’s platform is the connecting 
foundation for everyone on your construction 
project—owners, GCs, and specialty 
contractors—to work together toward the 
shared goal of high quality projects built on 
time and on budget.

By combining the power of our real-time 
Preconstruction, Project Management, 
Resource Management, and Financial 
Management tools with over 250 App 
Marketplace partner integrations, you 
can manage your project from concept to 
closeout all on the Procore platform.

Meet the  
Procore Platform

#1
Reviewed Construction 

Software on Capterra

250+
AppMarketplace 

Partners

90%
Customer Support 

Satisfaction

https://www.procore.com/platform
https://marketplace.procore.com/
https://marketplace.procore.com/
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1.3M
Users Worldwide

125
Countries Served

1M+
Projects Built

“Procore is the industry’s 
leading end-to-end 
construction management 
software solution.”
SOURCE:  FROST & SULLIVAN
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“Saving a couple of 
minutes every time you 
open the drawings? 
That turns out to be a 
huge amount of time 
saved at the end of 
the project.”

Unmil Patel
Project Engineer 
Corbins Electric



Additional  
How-to Videos >

If you have any questions,  
email us at: 
support@procore.com Field Worker 

Certification >

New Product 
Updates >

Produced by 
PROCORE TECHNOLOGIES, INC.

Procore manages your projects, resources and financials from project planning 
to closeout. Our platform connects every project contributor to solutions we’ve 
built specifically for this industry—for the owner, for the GC, and for the specialty 
contractor. Our App Marketplace has over 150 partner solutions that integrate 
seamlessly with our platform, giving you the freedom to connect with what works best 
for you, even if we don’t build it. The ability to easily communicate across disparate 
teams makes it easier to work together by eliminating silos and establishing a single 
source of truth. It’s how Procore gives your team access to everything they need to 
know to get their job done.

procore.com

Talk with an Expert

https://support.procore.com/references/videos/training-videos
https://learn.procore.com/procore-certification-field-worker
https://www.procore.com/whats-new/en?
https://www.procore.com/
https://www.procore.com/
https://www.procore.com/
https://support.procore.com/references/contact-support#Contact_Technical_Support
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