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RESPONDING TO OBSERVATIONS  
PROCORE 
 

ADD A COMMENT TO AN OBSERVATION 

To add a comment to an observation to request or clarify additional information: 
 
Navigate to the project’s Observations tool. 
Click View next to the observation you want to comment on. 
Click Leave a Comment in the banner at the top of the page or scroll to the bottom of the View page. 
 

 
 
Add optional files by clicking Attach Files and selecting files from your computer or Procore. 
Click Post to post your comment and send an email notification to the creator and/or assignee. 
 
 

RESPOND TO AN OBSERVATION 

To change the status of an observation so that its creator knows the work has been completed and is ready for review. 
Once you have been assigned an observation, you will receive an email containing the relevant details needed to complete the work 
associated with resolving the issue. Once the work has been completed, log into Procore and change the status to Ready for Review to 
notify the creator that the completed work is ready to be reviewed. 
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Step 1 – Open the Observation 

 
When the ball is in your court on an observation, you will receive an email notifying you that a response is required. 
From the email, click Link: View in Procore. 

 
Note: You can also respond to an observation in Procore by navigating to the Observations tool and clicking View next to 
the observation you want to respond to. 

 

 
 
Step 2 – Respond to the Observation 

 
Once the observation is open in Procore, respond to the item by clicking Change Status to notify the observation creator that the work is 
ready for review. You can also click Add a Comment without changing the status if you need to provide or request additional details. 
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Change the status to Ready for Review if the work is ready for the creator to review. 
Add optional comments to explain how you resolved the item. 
Add optional files by clicking Attach Files and selecting files from your computer or Procore. 
Click Post to post your status change and send an email notification to the creator. 
 

Next steps 

After the creator reviews your work, they will change the status to Closed if the work is approved, or Not Accepted if they still consider the 
issue unresolved. If the status is changed to Not Accepted, you will receive an email notification and need to repeat the response steps as 
required. 
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