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Introduction
Welcome

Faye Bodyke 

Director of Operations
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Agenda

1 - Team Introduction

2 - Our Services

3 - Overview & Process / Benefits

4 - Invoice Schedule

5 - Schedule of Values

6 - Invoice Process:  Contracts / PO’s 

7 - Existing Projects
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8 - Links / Assistance / Questions
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Services
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01

Design 
Build

We partnered with proven 

design professionals to

provide cost effective 

building solutions. With 

strong pre-construction 

services, ECS works with

clients to produce a project 

budget that not only meets 

both visual and functional 

requirements but is

financially sound.
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General 
Contracting

ECS focuses on creating

the right team and the

best value for your

construction dollars.

ECS’ estimating

experience ensures

bid data and input f

rom the

appropriate

subcontractor base for

each aspect of the 

project.
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Program 
Management

Equity’s Program 

Management Division 

specializes in working 

with owners who need to 

supplement their staff 

with strategic partners 

who are knowledgeable 

in all aspects of the 

programming, design, 

construction and start-up 

of a new or expanded 

facility.
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Pre-
Construction

Effective Pre-Construction 

Services And Planning is

the cornerstone of  a  

successful project. ECS

provides recommendations 

and strategies to enhance 

project outcomes.

Our approach to Pre-

Construction is to provide 

reliable, current, complete, 

and accurate information.
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Construction 
Management

Each Aspect Of

Construction

Management – Overall

Planning, Coordination,

Bid Packaging And

Control Of A Project

From Concept To

Commissioning – Is

Professionally Managed.
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Overview
Process and 

Benefits
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Invoices are e-mailed to a variety of 

individuals

Problem

1

Invoices are sent to accounting and 

lack information on project, schedule 

of values, lump sum 

2

Invoices are inconsistent in format 3
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Streamline Invoice Management

Consistent 
Procedure

Invoices Submitted 
to Owners timely

Payment to Trade 
Partners Timely
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Solution
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Why Procore

Procore is a leading construction management platform 
designed to simplify and improve construction project 
workflows.

Workflow

It offers a comprehensive suite of tools, including features 
for invoice management.

Invoice Management
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Benefits

Automated Data 
Entry

Entry
Real-time 
Tracking

Tracking

Automatic 
notifications and 

routing 

Workflow

Procore provides a 
centralized repository 
for all your invoices.

Storage

Easy access to 
historical invoices  

History
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Instructions

• An excel schedule of values is 

provided to all trade 

contractors.  This is available 

on our website under 

“Subcontractors  & Suppliers”

Schedule of Value Template

• Invoice instructions are also 

available on our web-site.  

These will also be provided at 

time of contract. 

Procore Invoice Instructions
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• A video link will also be 

available. 
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Invoicing
14th - The pay application window will be open

20th - Pencil copies are due
Pencil copies can be e-mailed to the PM as follows:

Export mark-up of the SOV from Procore
Submit a G702 that aligns with SOV that was 
uploaded in Procore

23rd – Pencil copy approvals by the Project Manager

25th Final pay application must be submitted **
Attach conditional lien waiver
***NEW*** For all new contracts a G702/703 is no 
longer required to be attached as a duplicate 
invoice.  (If a specific project requires, those trades 
will be notified)

If the dates occurs on a weekend, they will be due the 
Friday prior. 

20th

Pencil Copy Due 

23rd

Project Manager 

Approves Pencil 

Copy

25th

Final Pay App due 

in Procore

14th

Procore Invoicing 

Cycle Opens

Monthly 
Invoicing

Cycle
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Deadlines

The invoice window will close at midnight on 
the 25th – no late invoices can be accepted.

Once the submission window closes ECS will be unable to 
reopen, and you will need to submit the following month when a 
new window opens. 
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Schedule of 
Values Process
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Schedule of Values Process

Email to 
PM for 

Approval

PM 
Approves

PM 
Uploads to 

Procore

Download 
SOV 

Template

SOV 
PROCESS
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Preparing SOV
When a contract is awarded, the subcontractor shall 
download an excel template from the ECS website.  
www.ecsbuilds.com “subcontractor & suppliers” tab.

Subcontractor-SOV-Template.xlsx (live.com)

The SOV should be completed, reviewed, approved, and 
sent to the ECS’s project specific Project Manager via 
e-mail.

The SOV’s should be broken down by materials and labor 
for each of your scheduled activities.

This is to be completed within 14 days of the contract 
award date and prior to the first invoice.

You will not be able to invoice until this step is complete.
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SOV in Procore

Once the Project Manager approves 
and uploads your .csv file into 
Procore, the subcontractor will be 
ready for invoicing. 

You will not be permitted to invoice 
until this step in completed
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Invoice 
Process
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Invoice - Contact

1. Click on your contract number and then click “Create 
Invoice” located on the right side of the screen.

2. To submit your invoice click “Yes” in the body of the 
email to launch the Procore Invoicing Tool. 

Each month the invoice 
contact(s) you have 
provided will receive an 
email inviting them to 
invoice for the current 
period. If you are on 
multiple projects, you will 
get an email for each 
project to invoice.
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Invoice - Information
• In the “General Information” section enter your 
invoice number. 
oUse the following format when submitting:
o Your contract number ex. SC-XXXXX
o Your Invoice number ex. SC-XXXXX-001 (002-003 

etc.)

Invoice #        Billing Date    Period Start         Period End 
SC-XXXX-001             10/15/2023               10/1/2023                  10/31/2023 
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Invoicing Specific Lines

In the Schedule of 
Values section check 
the box next 
to the line item you 
wish to invoice for.
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Percentage or Cost Complete
Put the appropriate % 
complete, or dollar 
value, in each line being 
invoiced for that period.  
Repeat this process for 
each line and change 
order you which to 
invoice. 

Change Orders must be 
submitted, reviewed, 
and approved prior to 
invoicing. 

Procore will summarize 
the total amount due at 
the bottom of the 
invoice.  Confirm the (% 
or amount) invoiced 
matches the pencil 
copy reviewed with 
ECS’s Project Manager
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Attachments and Submit

When all information has 
been entered and your 
documents are attached, 
clock “Send” to submit 
your invoice.  Once you 
click submit, you will not 
be able to edit your 
invoice.

Attach your lien waivers 
by clicking “attach files” to 
search or drag a file into 
the box

Attach conditional lien 
waivers if you have 
provided a Notice of 
Furnishing

It is a required field for you to attach an item: 

(1) New contracts attach lien waivers
(2) Existing contracts attach the G702/703
(3) Purchase order attach their company 

generated invoice.
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Invoice Actions

Under Review:  Waiting 
for the Project Manager to 
review and update status

Approved:  Project 
Manager approves and 
forwards to accounting to 
include in comprehensive 
invoice to the owner 

Revise and Resubmit:  
The notice will be sent to 
the contractor from 
Procore to the designated 
invoice contact(s). The 
Project Manager will 
include comments.  The 
e-mail will come from 
Procore, this is not spam 
and do not filter these 
out. 
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Retainage
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Retainage Release
• Retainage is billable at substantial completion 
of the project and contingent on completion of 
punchlist, close-outs, as-builts, and other required 
close out requirements.  The retainage is subject to 
release by the owner 

• Start at Step # 3  for the invoice for a rider contract

• Retainage should be a separate invoice and not 
combined with other invoices

• Enter the retainage amount to be released in the
“Total Retainage Released” column. 

• The invoice will appear as negative number 
($XX,XXX.00) 

• Attach a final conditional waiver of lien
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Invoice 
Purchase 

Orders
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Each month the invoice contact(s) you have 
provided will receive an email inviting them 
to invoice for the current period. If you are 
on multiple projects, you will get an email 
for each project to invoice.

1. Click on your contract number and then 
click “Create Invoice” located on the right 
side of the screen.

2. To submit your invoice click “Yes” in the 
body of the email to launch the Procore 
Invoicing Tool. 
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Invoice – Purchase Order

• Start at Step # 3  for the invoice for a rider 
contract

 Use your invoice number only.

 Change Orders must be submitted, reviewed, 
and approved prior to invoicing.

 Project Manager will complete step #4 –
Invoice Actions.
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Submitting 
Invoices 
without 

Invitation
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Invoice – without Invitation

Step 1: Log into your 
Procore account and 
select the project 
you’re invoicing for.
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Invoice – without Invitation

Step 2: In the Project 
Tools menu, click 
“Commitments” and 
select your contract.  It 
should be the only 
contract that appears. .
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Invoice – without Invitation

Step 3: Click “Create 
Invoice” located on the 
right side of the screen.
Complete Step 3 and 4 
for invoice with contract.



W W W . E C S B U I L D S .  C O M 34

Next Steps
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Contacts added to Procore

Ensure that the correct 
contact from your 
company is assigned to 
each project that will be 
entering the invoice.

E-mail the Michelle 
Parrish to have specific 
people added to Procore if 
they are not in the system.
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Existing 
Projects
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Links and 
Assistance
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Links and Assistance

 To download Schedule of Value Template please visit:
https://www.ecsbuilds.com/subcontractor-suppliers/

 To download Procore Invoice Instructions please visit:
https://www.ecsbuilds.com/subcontractor-suppliers/

 To download Lien Waivers please visit:

https://www.ecsbuilds.com/subcontractor-suppliers/

 For invoice inquiries contact your project manager.

 For all other inquiry’s please email: mparrish@ecsbuilds.com

 To add your invoice person to Procore please e-mail: mparrish@ecsbuilds.com

 For accounting inquiry’s please email: apconstruction@ecsbuilds.com
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Demonstration
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Questions?



Contact Us

4653 TRUEMAN BLVD., SUITE 200 
HILLIARD, OH 43026

855.991.7000 
INFO@ECSBUILDS.COM 
WWW.ECSBUILDS.COM 




