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Contract Exhibits 
 
Contracts exhibits/ attachments are supplementary documents and information to the contracts that will 
get reviewed and executed with the support of ProjectTeam. The Contract Exhibit tool will allow Invenergy 
to administer, monitor, review, submit and resubmit when applicable. This traceability tool will allow 
recording of the history of the documents negotiate for the execution of the contract, and provide a 
platform for the exchange between contractors, suppliers, consultants, and Invenergy to successfully be 
monitored and centralized in the Project Management Software, applicable for all type of Agreements.   
  
The contract Exhibit tool will support the negotiation of the complementary information related to all 
agreements, including but not limited to BOS/ BOP Agreements, Supplier Agreements, Consultant 
Agreements, Engineering agreements, etc.  
 

Create Contract Exhibits 

1. Navigate to the project in ProjectTeam 

2.  In the left navigation bar, click on Forms   

3.  In the Form Types text box, type Contract Exhibits 

 
4.  Select Contracts Exhibits 
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5. Click New    

 
6. Enter Contract Type / Contractor, a description of the Contract Type and the Contractor   

7. In the Contract Reference table click Add Existing - Select the associated Contract 

 



Contract Exhibits  Page 3 

 
ProjectTeam Quick Reference Guide  
Last updated 16 May 2022  

8. Click the check-box next to the name of the contract, then click Add 

 
9.  In the Exhibits / Attachments table, click Create New 

 
10. Enter the information as outlined below:   
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a. Enter Item #, consecutive numbering system assigned to each item  
b. Enter Attachment/Exhibit Title  
c. Enter Exhibits/Attachments HYPERLINK, for concurrent review of the documents by 

Invenergy assignees. This link field will only be visible for Invenergy stakeholders 
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d. Enter Scope / Contractor   
e. Enter Responsible party for providing the Attachment or Exhibit   
f. Enter Current Document Date  
g. Enter Invenergy Actions select from the dropdown list, the actions will be editable 

as it progresses the status of each exhibit or attachment  
h. Enter Contractor Actions select from the dropdown list, the actions will be editable 

as it progresses the status of each exhibit or attachment  

11. Check Document Final Version Complete box, once the Final Version of the document 
negotiated with the contractor is available  

12. Enter Final Contract Document Date, for versioning purposes and proper utilization of the 
correct document associated with the contract 

13. Click Save & New to add additional Exhibits. When complete, click Save 
  

Add Exhibits/Attachment Documents  
  
Once all the Exhibits are listed in the table, we can start adding the specific documents per Exhibit or 
Attachment.   
  

1. Click the Attachment / Exhibit Title within the Contract Exhibits form. The system will open a 
new window allowing you to add attachments and modify the Details of the Document such as 
Current Document Date, Invenergy / Contractor Actions to take   
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2. Scroll to the bottom of the record and find the Attachments panel.  Click the Browse Computer 
button or drag and drop your file(s) into the panel 

 
3. Once the Document is successfully attached, it will display the information of the attachment in 

the attachment section 
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4. To modify or update the details of the Document – Click Edit. The system will open a window 

allowing modifications or updates to be made 

 
5. During the negotiation phase, the terms of the contracts included Exhibits, Appendix, 

attachments, etc. The expected fields to be modified are:   
 

a. Responsible: Establish the party responsible for providing the document  
b. Current Document Date: Allow traceability of the date of the current version of the 

document under review  
c. Invenergy Actions / Contractor Actions: Track the status of the documents and the 

actions to be taken per party 
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d. Document Final Version Complete: This checkbox will be available only for the Project 
Managers once the Final Version of the Document has been uploaded, reviewed and both 
parties agree, this option will allow us to track the Documents completed 

e. Final Contract Document Date: Will allow the user to enter the Final Version of the 
document date  
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Workflow 
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