
Processing a Commitment Change Order (CCO): 

 

          

You will receive an email from your PM or PE.   

Be sure to read the middle section where there will be a directive.   

(If the CCO is a result of a PCO – the CCOs do not get sent out until the Owner approves the PCO.) 

Click the link and it will take to the CCO in Procore. 

 



Change the status to Approved 



 

 

Check to make sure that the attached backup 

matches the CCO amount/description. 

Click Complete with Docusign  



 

 

 

 

Once in Docusign – click the set signing order box.  The 

Subcontractor signs first, then your PM, then a copy will be sent 

to your project engineer and your superintendent when it is 

signed.   

Add your email 

subject and message. 

Then click edit in the 

Advanced Options to 

set an automatic 

reminder and 

expiration date. 



 

 

 

 

Export a PDF and save in the o:Drive along with a copy of the backup and your email directive.  

 

 

Once you have sent the CCO through 

Docusign, go back into Procore and click the 

Send to ERP Button.  This will duplicate the 

CCO in Sage.                                                          

Once the CCO has been signed by all parties you will receive an email 

notification from Docusign.  Save a copy of the fully executed (FE) CCO 

in the folder. 


