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Purpose: 

The purpose of this standard Operating Procedure is to ensure that all projects are set up consistently in 
Procore. Following the SOP guidelines will help the PM in setting up project, documenting files, 
uploading drawings/specifications and prefilling information that will carry through subcontracts, 
purchase agreements and change orders. 

Procedure: 

It is the Project Manager’s responsibility to set up projects in Procore. This includes general information, 
contact directory, drawings, and specifications. 

1) Prime Contract General Information:
A) In project tools select “Prime Contract tab”
B) Fill in all general information including Owner/Client, Architect, and General Contractor 

Information, it is critical this information is filled out as this will be part of subcontract 
documents, purchase orders and change orders. 

C) Default retainage should read 5%
D) Attach executed Owner Contract
E) Check status as “Approved and Executed Box.”
F) Save

2) Financial Markups:
A) In project tools select “Prime Contract Tab.”

i. Click on the financial markup tab. 
ii. Fill out the vertical markup information. This will prefill all markup information to future 

Owner Change Orders as change requests are written. Add the following markups:
iii. Procore
iv. Privilege License
v. General Liability

vi. Overhead Profit 

3) Contact List:
A) In project Tools select “Directory”
B) The PM will add all subcontractors, material suppliers, engineering/architects, owners, etc. that 

will be a part of the construction projects.
C) The directory in the top right corner there is “Add User Tab” to add contact, click on this tab. 
D) Fill out user information then hit “Add.”

i) Make sure the correct permission template is selected during set up. Templets are already 
created for certain access within Procore folder. 

E) Review company and personal information, add any information needed. 
F) Save & send notification, this will send an invite link to Procore Project. 
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4) Drawings:
A) In project tools select “drawings.”

i) On “drawing area” select edit and name the folder of drawings, open the folder. 

B) In the top right-hand corner, there is an “upload drawing tab” click on the tab:
i) Add drawings by clicking on “attach file or drag and drop files.
ii) In “set” type in the name of the drawing file. Select “create set.”
iii) Fill in “default drawing date” and “default received date.”
iv) Click on “process” once all information is completed.
v) Once all plans are generated on the right side of the screen there will be a box reading “ready 

for review.” Here you can approve drawings for the final upload. Make sure the drawing 
number, discipline, drawing, title and plan dates are correct. 

vi) Once all plans have been approved in the top right-hand corner there will be a “publish” pull 
down tab. Click “publish all” this will allow construction team to see plans. 

vii) This is the same process for uploading plan revisions. 

5) Specifications: 
A) In project tools select “specifications” 
B) In the top right-hand corner, there is an “upload specifications tab.” Click on the tab:

i. Add specifications by clicking on attached files or drag and dropping 
files. 

ii. In “set” type in the name of specification file. Select “create.”
iii. Fill in “default drawing date” and “default received date.”
iv. Click on “process” once all information is completed.
v. Once specifications are generator on the right side of the screen there 

will be a box reading “ready for review.” Click on this box, here you 
approve specification number, description, division, and dates are 
correct. 

vi. Once all specifications have been approved in the top right-hand 
corner there will be a “publish” pull down tab. Click “publish all”; 
this will allow the construction team to see specifications. This is the 
same process for uploading specification revisions. 


