How to upload specifications in
Procore

This guide shows you how to upload specifications in Procore, from
preparing your spec book to publishing and verifying the finished set. You
prepare a searchable PDF, configure the Specifications tool, upload and
process the file, review each section, and publish. Follow the steps in order
to get accurate section numbers, descriptions, and revisions.

Prerequisites
Before you upload specifications in Procore, confirm that you have the
following:

e The entire spec book as a single PDF file.

e A text-searchable PDF. If you open the PDF and cannot search for
text because it is only a scanned image, you need a searchable
version.

e The project number and other relevant project information in the spec
book.

e A clear spec section at the end of the document, with an "end of
section" marker or similar indicator for each section.

e The latest and most complete version of the spec book.

e Bluebeam, if you need to run OCR or add markers yourself.

Avoid uploading specs that lack end-of-section markers, because they can
cause problems during processing.

Prepare your spec book

Step 1: Confirm the spec book format
Confirm that the entire spec book is provided as one PDF file. Open the PDF
and try to search for text. If you cannot, follow Step 2.

Step 2: Get a text-searchable PDF
If your PDF is not text-searchable, contact the design team and request the
original, text-searchable version.

If the original is unavailable, use Bluebeam's batch tools to run OCR (Optical
Character Recognition) on the PDF:
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Open the PDF in Bluebeam.

Go to the batch tools and select the OCR function.

Choose the document type Drawing Type Text Documents.
Click OK and save the file.

Let Bluebeam complete the OCR process. Procore attempts a
secondary OCR if needed.
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Bluebeam showing a specification PDF with search options and document details, ready
for OCR processing

Step 3: Check the project information and section markers
Check that the spec book includes the project number and other relevant

project information. Make sure there is a clear spec section at the end of
the document. Verify that each section has an "end of section" marker or

similar indicator.

Step 4: Add project and section markers in Bluebeam

1. Open your spec book PDF in Bluebeam.

2. Add the project number or other required markers, such as "End of
Section," at the bottom right-hand corner of each section.

3. Flatten the document so the markers are embedded and included in

the upload.
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Step 5: Double-check the spec book
Review the PDF to confirm that all updates and markers are present. Make
sure you have the latest and most complete version before you continue.

Configure the Specifications tool

Step 6: Open the Specifications settings

1. Navigate to your project in Procore.
2. Select Project Tools, then choose Specifications.
3. Click the configuration settings at the top left.

Review and update these options:

e Revision Number Ordering Scheme: Choose Letters first, then
numbers or Numbers first, then letters, based on your design
team's preference (for example, A, B, C, or 1, 2, 3, or R1, R2, R3).

« Enable Specifications by Area: Turn this on if your project has
multiple buildings or phases and you need multiple sets with
potentially different specs for each area. If you don't need it, leave it
off.

e Specifications Subscribers: Add the team members who should
receive notifications when new revisions or sets are uploaded.

H ’(A‘\QBniidlng
Specifi

stions > Specifications Settings

& Specifications Settings

General Settings

Revision Number Ordering Scheme Enable Specifications by Area |

© Letters first, then numbers Q. ves

Numbers first, then letters No

Communications

Procore Specifications Settings showing the revision number ordering scheme, Enable
Specifications by Area, and communications settings
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Step 7: Add recipients for specification updates

1. Click Specifications Subscribers to open the Add Recipients dialog.

2. Add all team members who should receive email notifications about
specification updates.

3. Click Add to confirm the recipients.
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ns > Specifications Settings B
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General Settings

Revision Number Ordering Scheme Enable Specifications by Area
ol What are Specifications Areas

Qs

No

Add Recipients dialog in Procore showing a user being added to the notification list

Step 8: Save your configuration
After you update all settings and add recipients, click Save Changes to
apply your configuration.
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Step 9: Review and edit specification divisions
Click the Divisions tab to view all your spec divisions. Edit existing divisions

or add new ones to match your project's requirements.
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Procore Specifications Settings with the Divisions tab selected, showing where to
manage spec divisions

Step 10: Manage specification sets

1. Click the Sets tab to view and manage your specification sets.

2. To add a new set, click + Add Set.

3. Enter the set name and set date. For example, use the name 2025-01-
01 - Building Better Training Academy - [FC with a set date of 12/31/2024.
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4. Click Save.
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I Number 8 0~ Evistiog Conditionis Rovision Date issued Date Received set
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- 01- General Reguirements (2)
04 - Masonry
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Protect
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08 - Openings
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- 03 - Concrete (2) 12 - Furnishings
13 - Special Construction
Building Better
3 See Al 12026
9 16 - RESERVED FOR FUTURE % " TMERES Training
EXPANSION
Building Better
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Procore Specifications Settings with the Sets tab selected, showing existing sets and
the option to add a new set
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Upload your spec book

Step 11: Start the upload
On the Specifications page, find the orange Upload button at the top right.
Click it to begin uploading your spec book.

_ Building Betier Proj ols . Favorites Apps s “a
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Q Divist = | Set:Current - =+ CreateDivision =+ Create Specification

Number Description Revision  Date lssue ed Date Received Set

»

01- General Requirements (2)

(] 010000 General Requirements [ See All 11/2026

L] 017419 Construction Waste Management and Disposal 0 See All 11/2026

Jildin
o 024119 Selective Demolition 0 See All 112026 Building Bette

— Training

03 - Concrete (2)

o 033543 Polished Concrete Finishing 0 See All 112026 Building Bette
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n

Uploading Spec Books

Procore Specifications page with the Upload button highlighted above the list of
divisions

The Upload Specifications dialog opens, with an area labeled Attach Files
or Drag & Drop.

Step 12: Attach your spec book PDF
Use either method to add your finalized spec book:

e Drag the PDF from your file explorer or desktop into the Attach Files
or Drag & Drop area.
e Click Attach Files to browse for and select the file.

Once attached, the file name (for example, "Specifications - Building Better
Training C...pdf") appears below the upload area.

Step 13: Create or select a specification set
In the Specification Set field, select an existing set from the dropdown, or
start typing to create a new one.
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For a new set, use the naming convention of year, month, day, and project
name. For example, enter 2025-01-01 - Building Better Training Academy - IFC. As
you type, Procore prompts you to create a set with that name. Click the
orange Create Set button to confirm.

Upload Specifications

Attach Files
or Drag & Drop

@D  cuiding Betier Training C...pdf X

Specification Set *

Select an existing set or create a new one.

Select or Create set

[202! 5

2025-01-01 - Building Better Training Academy - IFC

Create Set "202"

Select the date revisions were issued. Select the date revisions were receive

mm / dd / yyyy mm / dd / yyyy

Upload Specifications dialog with the set name field active and the Create Set button
showing
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Step 14: Add an addendum to the set name (if needed)

If you need to specify an addendum, append it to the set name. For
example, enter 2026-01-01 - Building Better Training Academy - Addendum 1. Then
click the orange button to create the set with that name.

Upload Specifications

Attach Files

or Drag & Drop

Specifications - Building Better Training C...pdf X
Specification Set *

Select an existing set or ereate a new one.

2026-01-01 - Building Better Training Academy - Addendum 1

Upload Specifications dialog with an addendum set name and the Create Set option
highlighted

Step 15: Enter the set date
Enter the date the architect issued the set of specifications. For example,
enter 01/01/2026.
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Step 16: Select the format

Choose MasterFormat, by CSI (USA/Canada) from the Format dropdown. This is
the typical format.

Building Better Design Partn Project Number; 1001
Training Center Renovatior 1009% CDIFC Set - Issued 2025.01-01

Section 017418
ion Waste

struction waste shall be diverted fram disposal, except where other

ght or volume.

D. Receipts of other documentation related to divarsion shall be maintained through the course of construction. Where
requested by the code official, evidence of diversion shall be provided.

END OF SECTION

Upload Specifications dialog showing the set date and format selection

Step 17: Enter default dates (optional)

If you have them, enter the Default Issued Date and Default Received Date
for the specification revisions. If not, leave these fields blank.

Step 18: Expand Advanced Options (if needed)
Expand Advanced Options and complete the following fields as needed:

o Default Revision: Enter the revision number or letter for your set. For
example, enter 1.

 Number to Ignore: Enter any numbers that Procore should ignore as
spec section numbers. This field is optional.
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» Specifications Language: Select the language of your specifications.
For example, choose English.

Build
Trainis

ng Better Design Partners

e Pro)
ing Center Renovation and Build-Out 100% CDIFC Set - Issu

Section 017419
[o] ion Waste

ed 2025-01-01

ot less than SO percent of non-hazardous construction waste shall be diverted from disposal, except where other

. Materials to be diverted from disposal by efficient usage, recycling, reuse, manufacturer's reclamation

future use, donation of sale shall be specified.
. The

nce of diversion shall be provided.

END OF SECTION

Upload Specifications dialog with Advanced Options expanded and a default revision

entered

Step 19: Process the upload

When all required fields are complete and your file is attached, click
Process to upload your specification set. Wait for the upload to finish

before you do anything else.

Processing time depends on the number and size of your files and may take

5-10 minutes.
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Step 20: Open the processed specifications for review

When processing is complete, find your uploaded file in the Items to
Review panel (for example, Specifications - Building Better Training...pdf). Click
Review to begin reviewing the processed specifications.

Building Better Design Partners rojes
Training Center Renovation and Build-Out 100% CDIFC Set - Issued 2025-01-01

Section 017419

ion Waste

B
rm
&

struction waste shall be diverted fram disposal, except where other

. Materials to be diverted from disposal by efficient usage, recycling, reuse, manufacturer's reclamation
ale shall be specified.

g P B 0

n shall be maintained through the course of
shall be provided.

END OF SECTION

Specifications tool showing the Items to Review panel with the Review button
highlighted

Review specification sections

Step 21: Check each section for accuracy

In the Specification Sections panel, click each section to review its details.
Confirm that the section number and description match the content in the
document preview.
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For example, click 01 74 19 - Construction Waste Management and Disposal and
verify the number, title, and content. Repeat for each section, such as 01 00
00 - General Requirements, 02 41 19 - Selective Demolition, and 03 35 43 - Polished
Concrete Finishing. Make sure the Revision number is correct (for example,
Rev. 1) and the status is Revision.

m ZN Bulding 1975 - Building Better Traini...

fons 3 Review 2026.01-01 - Bulding Better Training Academy - Addendum 1 /]
SPECIFICATION SECTIONS

o Please review your Specifications to ensure each Spec Section has the correct number and description. N 5 : . S
5 -

Review 2026-01-01 - Building Better Training Academy - Addendum 1 - Specifications
Building Better Training Center - Addedum 1 - 2026-01-01.pdf

010000 E General Requirements

o Gararstaairaomit

ification_uploads/ 2ve and Resume Later  PublishAll

41/proj

Review screen showing the Construction Waste Management and Disposal section with
revision status and document preview
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Step 22: Review section content

Go through each section line by line to check accuracy. For example,
review "Section 03-35-43 Polished Concrete Finishing" for completeness
and correctness. Confirm that all required details, such as product data,
quality assurance, warranty, and materials, are present and accurate.

5 3 Review 2026-01-01 - Building Better Training Academy - Addendum 1
- S - i SPECIFICATION SECTIONS

Screen displaying the full content of the Polished Concrete Finishing specification
section

Step 23: Identify section break problems

Procore may add an extra section break or miss a needed one. Review the
document preview to make sure each section starts and ends in the correct
place. If a break is extra, remove it. If a break is missing, add one.
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You can use Remove Break (the red "X" next to a section) or Add Break
(the button on the left).

n £ Buitding 1975 - Building Better Traini... ~
pecif

tions > Review 2026-01-01 - Bullding Better Training Academy - Addendum 1

SPECIFICATION SECTIONS

(@) ety Spacificatcn sl mach Sipe Sectin s t correct tranber arl descrlpions

Review 2026-01-01 - Building Better Training Academy - Addendum 1 - Specifications - Building
Better Training Center - Addedum 1 - 2026-01-01.pdf

0174 19+ Constr
017419 !mm.ucmn Waste Management and Disposal m [l :- > 124119 -Se

Section 017419

EE= L Minimize Sideba e
»

https://app.procore.com/3360341/project/specification_uploads/

Section break interface showing the Add Break option

Step 24: Remove an incorrect section break
Click Remove Break (the red "X") next to the section that has an
unnecessary break. Confirm the removal if prompted.

Step 25: Add a missing section break

1. Click Add Break where a new section should begin.

2. Assign the correct section number and title to the new break.

3. Make sure the document preview updates to show the new section
break.

Step 26: Fix section break errors

If a section has missing or incomplete information, such as a blank number
or description, Procore highlights the error in red. For example, a section
labeled "03" with revision "0" shows the message "Number cannot be
blank, Description cannot be blank."
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Use Remove Break (the red "X") to delete the incorrect break, or fill in the
missing number and description. Make sure all sections have valid numbers
and descriptions before you continue.

Q@ M A R

SelectanApp

SPECIFICATION SECTIONS
: RFORMAT, BY T3

Section break error with a missing number and description, and the option to remove the
break
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Publish the specifications

Step 27: Publish individual sections

After you confirm a section is correct, click its Publish button (for example,
Publish "01 74 19 - Construction Waste Management and Disposal"). Wait for the
section to publish before moving to the next. Repeat for each section,
confirming accuracy before you publish.

m 2723 Building 1975 - Building Better Traini..

fons 3 Review 2026.01-01 - Bulding Better Training Academy - Addendum 1 /]
SPECIFICATION SECTIONS
Please review your Specifications to ensure each Spec Section has the correct number and description. N e

i

Review 2026-01-01 - Building Better Training Academy - Addendum 1 - Specifications
Building Better Training Center - Addedum 1 - 2026-01-01.pdf

010000 E General Requirements

g

41/proj ification_uploads/ e e | IERET

Review screen showing the Selective Demolition section ready to publish
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Step 28: Pause or finish your review
If you need to stop partway, click Leave and Resume Later to return at

another time. To finalize and publish the uploaded specifications, click
Publish All.

| o’ il P i -
| a 2% Building 1975 - Building Better Traini...

fons > Review 2026.01-01 - Building

¢ Training Academy - Addendura 1

SPECIFICATION SECTIONS
Please review your Specifications to ensure each Spec Section has the correct number and description. M s Frth = w
Every page of a Specification should be loc ath its respective Spec Sectlon break, ¥ an adftst se b s b 1 i ;
Review 2026-01-01 - Building Better Training Academy - Addendum 1 - Specifications &
Building Better Training Center - Addedum 1 - 2024-01-01.pdf 010000- General Requirement
[or 0000 Geners requrements m I » 7419

Review screen with the Leave and Resume Later and Publish All options
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Step 29: Publish all sections

Once you have reviewed and corrected all sections, click Publish All at the
bottom right of the screen. This publishes every section in the specification
set at once. Review each section individually before you use this option to
make sure everything is accurate.

= = -_——— al SPECIFICATION SECTIONS

End of a specification section with the Publish All button at the bottom right

Verify the published specifications

Step 30: Check the published set

Go to the main Specifications dashboard. Confirm that each section is
listed under the correct division with the correct number, description, and
revision.
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For example, "01 00 00 General Requirements," "0174 19 Construction
Waste Management and Disposal," "02 4119 Selective Demolition," "03 35
43 Polished Concrete Finishing," and "03 53 00 Concrete Topping" should
all show Revision 1and the correct issue date (for example, 1/1/2026).

Iﬁ‘% »’”\ Building
i

Building
1975 - Building Better Tral.. ~  Specifications

& Specifications m Open Specification Book  Export = @) Subscribe B

Specifications  All Revisions  Recycle Bin

Q | = Filters 2 = Set: Current > =+ Create Division ~ + Create Specification

z Number Deseription Revision Date Issued Date Received set
01- General Requirements (2)
L] 0100 00 General Requirements 1 See All 1/1/2026
L] 017418 Construction Waste Management and Disposal 1 See All 1112026

02 - Existing Conditions (1)

L] 024119 Selective Demolition 1 See AN 11/2026
03 - Conerete (2)

[:) 033543 Polished Concrete Finishing 1 See All 111/2026
L] 035300 Concrete Topping 1 See All 112026

Specifications dashboard showing all published sections with correct numbers,
descriptions, and revisions
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Step 31: Open individual sections

Click a section, such as "01 00 00 General Requirements," to open it. In the
General Information panel on the right, verify the section number,
description, revision, division, issued date, and set name. Make sure the
document content matches the section title and requirements.

Published specification section with the General Information panel
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Step 32: Confirm reflow and formatting

Review the document to make sure Procore has correctly reflowed and
formatted the content. Check for proper alignment, section breaks, and
completeness. If you find formatting issues, note them for correction or
contact support as needed.

Section 010000

Published specification section used to confirm reflow and formatting

Navigate and manage your specifications

Step 33: Search and filter
On the Specifications page:

e Use the search bar at the top to search by title.
e Use the Division dropdown filter to jump to specific divisions.
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e Click division headers to expand them and view all spec sections
within each division.

P

g o -
1975 - Building Better Trai... Specifications : More~ Selactanapp = © ™ 28 A

& Specifications m Open Specification Book  Export = @) Subscribe

Specifications  All Revisions  Recycle Bin 4;,

L

Q = Filters E Set: Current = + CreateDivision  + Create Specification

01- General Requirements.

¥
X Number T 02 - Existing Conditions Revision Date Issued Date Recelved set
03 - Conerete
01- General Requirements (2)
04 - Masonry
I
[} 0100 00 ¢ 05-Metais 0 ey 1nz026 Building Better
Training
06 - Wood, Plastics, and
idin
I’y 017418 ¢, | Conoies Disposal 0 SeeAll 1/1/2026 ?” ding Bettar
07 - Thermai and Moisture raining
Protection

¥ 02 - Existing Conditions (1)
08 - Openings
Building Better

o 024118 £ 09-Finishes [ See All 11/2026
02 4118 Training

10 - Specialties
03 - Concrete (2) 12 - Furnishings

13 - Special Construction

3 0 Seehll 112026 Fuiding Butier

16 - RESERVED FOR FUTURE Training
EXPANSION
Building Better
035300 i = g
L] 035300 L 0 See All 112026 Training
22 - Plumbing

04 - Masonry (1)
23 - Heating, Ventilating, and
Air Conditioning (HVAC)

27 - Communications

Procore Specifications page showing search, filters, and a list of divisions and sections

Step 34: Create new divisions and specification sections
e Click + Create Division to add a new division.
e Click + Create Specification to add a new specification section
within a division.
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e Use the division filter to view and manage all available divisions, such
as "01 - General Requirements," "02 - Existing Conditions," and "03 -

Concrete."
. Buiding Betier Proje : Favories o -
E £\ Buiiding 1875 - Building Better Tral.. ~ s " . Admi b Selectanapp ~ © ™ G A [RK

— v
& Specifications m Open Specification Book  Export ~ @D Subscribe -\
Specifications  All Revisions  Recycle Bin @

al wriee [ovggr -] sewcumen . + CroateDivision  + Create Specification

01- 6 s

Existing Conditions Revision Date Issued Date Recelved Set

01- General Requirements (2)

04 - Masonr y
010000 e -Mote o seeAl 112026
06 - Wood, Plasti d
o 017410 ¢ Composites Disposal 0 Sea All 11/2026
07 - Thermal and Moisture
02 - Existing Conditions (1) Frgtagion
o 024118 0 sesAl 112028 il et
beall Training
03 - Concrete (2) 12 - Furnishings
13 - Special Construction hdi :
3 o SeeMl  1/1/2026 I Eanar
16 - RESERVED FOR FUTURE Training
EXPANSION
Building Better
y 2
° € a4 phesuppiesskn G o) 1h2026 Training
22 - Plumbing

23 - Heating, Ventilating, and
Air Conditioning (HVAG)

27 - Communications

Procore Specifications page with the division filter dropdown open, listing all available
divisions

Summary

You now know how to upload specifications in Procore: prepare a
searchable, marked-up spec book, configure revision ordering and
subscribers, upload and process the PDF, review and correct section
breaks, and publish. Your Specifications tool is configured, your team is
notified of updates, and your spec book is organized for easy navigation
and future revisions.

What's next

¢ Review the published sections on the Specifications dashboard and
note any formatting issues.

e Use search and the Division filter to find specific sections.

e Upload future revisions or addenda by creating a new set with the
appropriate name, set date, and default revision.
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