How to upload off the Job Tracker

1. Login to Ecordia
2. Left click the button for “Contact Log” this will be at the bottom of your window
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3. Onthe Contact Log window click the button “Add Log Entry”
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4. The contact log screen will look like below

5. Left click the drop-down menu next to “Log Type’
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6. Left click “20% off the job Tracking”
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7. Inthe description box type in something along the lines of “This is my Off the Job Tracker for the month 04/2020”
8. At the bottom of the window there will be a “Time Taken” section
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9. Inthis section type in how many Hours and Minutes you have so far on the OTJ tracker.
10. Once this has been completed Left click “Save to Add Files”
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11. The window below will appear, left click choose files and browse to the OTJ Tracker
12. Once complete Left click “Close” and then click “Save” at the bottom of the screen
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