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Job Book Setup 
 
This guide will walk the team through their respective steps to submit a Job Book for review and 
approval. Click on the bookmarks below to jump to that section.  
 
Invenergy Project Manager Submits Request 
Contractor Uploads Documents 
Invenergy Project Manager to Assign Reviewers 
Reviewers Provide Comments 
Invenergy PM to Resolve Contractor Comments 
Invenergy Project Manager to Submit Job Book to Customer/Owner 
Customer/Owner Review and Approve 

Invenergy Project Manager Submits Request 
1. Project Manager (PM) will submit an email request to Project Controls (PC) group. The following 

items will need to be included in the request: 
a. Table of Contents (ToC):  email the contractor’s ToC list 
b. Project Contractor Name(s) 
c. Project Site Name(s) 
d. Supply Client/Owner Company Name, Primary Contact Name, and Email 

2. PC will create a folder for each Site Name + Contractor. 
3. PC will upload the ToC placeholder folder structure and Share with PM, Customer Share Group, 

and Contractor Share Group. 
4. PC to add contractor company to the workflow(s). 
5. PC to add Client/Owner to the Project Directory and Invite them to the project. 
6. Once complete, PC will email PM stating their request is complete. 
7. Alternative step: if there are revisions to the ToC, email PC to implement those changes. 

Contractor Actions: Upload Documents 
1. Navigate to the Files module in the left-hand navigation bar. 

 

mailto:ProjectControls@invenergy.com
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2. Locate and click on the desired Job Book folder. 

 
3. Here you will find a folder for each required item from the ToC. 
4. Click the Subject of the folder. Use the drag and drop feature to upload the document(s). 

Repeat for all folders. 

 
5. Once all documents have been uploaded to the corresponding folders and the Job Book is 

complete, you need to inform the Invenergy PM by Starting a Workflow. To do so, continue 
onto Step 6. 

6. Navigate back to the parent folder “Job Book – Site Name – Contractor Name” folder. 

 
7. Click the ellipses. Next, click Properties. 
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8. Scroll down to the Workflows panel. Click Start New. 

 
9. Check the box for the Job Book – Contractor workflow, then click Start Workflow. 

 
10. Invenergy will review the documents and make comments indicating needed updates or 

corrections.  You will receive a workflow notification instructing the contractor to make any 
changes annotated by Invenergy and then pass the workflow. 
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Customer to Invenergy Workflow: 

 

Invenergy PM to Assign Reviewers 
The contents of all the required Job Book submissions have been created by the contractor, submitted 
to the Invenergy Project Manager, and now the Invenergy PM needs to assign each folder to the 
appropriate review party. This will be accomplished by assigning an Action Item. Here are the steps. 

1. Navigate to project Files > and click on the Job Book-Site Name-Contractor Name folder. 
2. For each folder, click on the dropdown arrow on the far right of the row for that folder. 
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3. Click Properties. 

 

4. In the Action Items panel, click New. 

 

5. Fill out the Subject, Assigned To (this is the reviewer you are assigning this folder to), Due Date 
(is always 5 days), and any Notes. 
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6. Click Save. 
7. The Assigned To person will receive and email and have 5 days to provide feedback.  
8. Use the Activity panel > Comments section to send comments and respond back to comments 

with the team. 

 

Reviewers Respond and Provide Comments 
Assigned Reviewers receive email notifications stating they have been assigned part(s) of the Job Book 
to review and provide comments. Reviewers will input their comments into the Invenergy and 
Contractor Comments table.  Here are instructions:  

1. You can use the link in the email notification you received.  Or navigate to Files > Job Book – Site 
Name – Customer Name folder.  
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2. Click the dropdown arrow, then click Properties. 

 

3. Find the Invenergy and Contractor Comments table. Click Edit.   

 

4. Click Create New. 
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5. Populate the following information: 

a. Commenter Company (pick from list) 
b. Commenter Name (pick from list) 
c. Comment Description 
d. Comment Date 
e. Status (select Open if response required) 

                       

6. Click Add & New to add additional comments. Or click Add to complete the comments. 
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7. Once complete with your review comments, you will need to mark your Action Item complete. 
8. Navigate to the Action Item on the project home page. 

 
9. Click on the action item, then click Mark Complete. 
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Resolve Comments between Invenergy and Contractor 
Once comments are resolved between the Contractor and Invenergy, the Invenergy PM will complete 
the workflow back to the contractor.  

1. Navigate to the Files module and locate the Job Book.  Click on the Job Book title.  
2. Click on the drop-down arrow, then click Properties. 

 
3. Click Take Action on the Contractor workflow to close it out. 
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4. Click Pass, then Take Action. 

 

Invenergy PM to Submit Job Book to Client / Owner – via ProjectTeam 
The Invenergy PM sends the Job Book to the Customer/Owner. It is required to send ALL Job Books to 
the customer at the same time. 

1. Scroll down to the Workflow panel. Click Start New. 

 
2. Check the Job Book – Customer workflow and click Start Workflow. 
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3. The Customer/Owner will receive an email notification to review the Job Book. 

NOTE: If the Customer/Owner performing the review on Owner’s behalf is NOT in ProjectTeam you have 
the choice to download the book and send it via email or another route. Here are the instructions: 

Invenergy PM to Submit Job Book to Client / Owner – Outside of 
ProjectTeam 

1. Click on the drop-down arrow of each Job Book, then click Download. 

 

2. A zip file will be in your Download tray. 
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3. Next, email or upload to a shared drive to send to the Customer/Owner. 
 
 

Customer/Owner to Review and Comment Job Book in ProjectTeam 
Invenergy has completed a project Job Book for your review and approval. Your task is to log into 
ProjectTeam.com, review the Job Book(s), communicate any required updates, then approve the 
workflow showing acceptance. Here are the steps. 

1. You will receive an email notification stating there is a Job Book for your review. You may use 
the link in the email to navigate to the Job Book. Or you may log into ProjectTeam. 

2. Once logged into ProjectTeam navigate to the project. On the Homepage you will see the 
Workflows panel. Click on the Job Book title.  

https://app.projectteam.com/User#/user-login
https://app.projectteam.com/User#/user-login
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3. At the bottom of the screen, you will see a Contents panel. Click into each one of the folders and 

review all documents. 
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4. If you have questions or comments, use the Invenergy to Customer table. Click Edit to add 
comments.  

 
 

5. Click the Create New button. 

 
6. Populate the following items: 

a. Commenter Company (pick from list) 
b. Commenter Name (pick from list) 
c. Comment Description 
d. Comment Date 
e. Status (select Open if response required) 
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7. Click Add & New to add additional comments. Or click Add to complete the comments. 

 
8. When you have completed your comments, the Customer will pass the workflow back to 

Invenergy. To do so, click on Take Action. 
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9. Check the Pass option, then click Take Action. Invenergy will be notified.  

 
 
Invenergy to Customer Workflow: 
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