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Overview: 

ProjectTeam serves as Invenergy’s Project Management software allowing for 
communication, collaboration, formal review / approval processes, and document retention.  

The following section will provide all external end users with the fundamental knowledge to 
navigate ProjectTeam and perform introductory level tasks within the platform. 

 

ProjectTeam Introductory Instructions: 

 
1. If using ProjectTeam for the first time, accept the invitation sent via email, when invited 

to a project. Please note – the link expires after 24 hours. If it does, please reach out to 
ProjectTeam@Invenergy.com to reissue you a new link.  

 
 

2. ProjectTeam will open to your “My Page,” which is an organized space showing any 
Action Items or Workflows in your court, all forms shared to you organized by most 
current, various ProjectTeam resources, and profile preferences and settings. 
Highlighted below, we will focus on Action Items (1), Workflows (2), Recent Activity (3), 
and the ellipses (4) where you can update / identify the notifications you would like to 
receive: 
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3. Focusing on “1,” Action Items are used as a nudge or to-do list to notify individual(s) of a 

specific task, including a Subject, Due Date, Assignee(s), & Action Item Notes. There are 
two ways from your “My Page” to navigate to your action items log: 

a. Lefthand side of the page within your summarized Action Items count by status, 
b. Or by the checkbox at the top righthand side of the page near your name. (Please 

note: the checkbox is accessible anywhere within ProjectTeam and not 
exclusively in your “My Page” location) 

     
4. Your Action Items log organizes all your assigned items that require your attention by 

due date. Additionally, you’re able to view which action items have been assigned by 
you to someone else, and a log of total action items.  
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5. Next, let’s focus on “2,” which addresses Workflows. Workflows are the formally 

facilitated review process that takes place in a form or file. These workflows are created 
by Project Controls support administrators and serve as formal communication to pass 
between one or more share groups to capture relevant feedback & approvals. Like 
Action Items, there are two ways to navigate to your Workflow tasks from your “My 
Page.” There will be additional information regarding workflows throughout this guide. 

      
6. Workflows in your court will be organized into 4 categories: Overdue, Due Today, Due 

This Week, and Due Later. You can either select the hyperlinked subject of the workflow, 
which will bring you to that specific form, or “Take Action” from your Workflow 
dashboard by selecting “Take Action.” 
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7. Recent Activity on your “My Page” displays the most recent updates to all items to which 

you have visibility. If you are on multiple projects and would like to narrow down your 
view, you can filter by project. 

 
8. When you select the ellipses, you can update your email notifications from this location. 

 
9. These notifications are broken out into two categories: “Items Assigned to Me” and 

“Document Updates.” 



  

FOR SITE TEAM USE 
ProjectTeam 

Process Guide:  
Forms, Functions, Purpose 

Revision 00 
Approval Date 04/01/2025 
Implementation Date 04/01/2025 

 

6 

 
Confidential & Proprietary 

10. Selecting any option while managing your email notifications means that you are turning 
on automated emails that send when any of the selected items occur / are assigned to 
you. On the contrary, unselecting an option means you will no longer receive 
notifications for that item. This can be updated at any time. Each project can have its 
own customized email notification preferences. If you make changes, make sure you 
click “Save” before closing out of the notification preferences tab. (Please note: it’s 
strongly encouraged that you keep “Action Items” and “Workflows” selected on your 
active projects). 

 
11. Next, you can access various reference materials and edit your profile within your My 

Page. 
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12. When you select “Edit Profile,” you can update / add your personal information. 

 
13. The “Support Page” button brings you to the Invenergy Training Website. Each link is 

helpful, but the Training Videos and Training Calendar are most often used.  
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14. Within the training videos section, Project Controls provides end users with our high-

level introductory training along with specific form functionality training.  
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Navigating to and within a Project 

1. Search using the project dropdown and entering project name: 

 
2. You will then be brought to the Project Home Page for that project. This page shows at a 

high level several functions / details in one place.  

 
3. At the top, your “Favorite Form Types” are displayed which you can designate at a 

project level by selecting “Edit”, choosing forms you prefer to be on your Project’s main 
page, & clicking “Save.” This is recommended to avoid searching by form type every 
time you log in. 
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4. Under Favorite Form Types, you will see any project-specific Action Items assigned to 

you. These items are also color-coded to identify which are overdue (Red), due today 
(Yellow), and due at a later date (Blue). From the project home page, you can select any 
action item and it will bring you directly to the detail of that item.  

5. Within an action item, you can address the “Notes” left by the individual assigning the 
item to you, include clarifying questions within the comments, and “Mark Complete” the 
action item when it has been addressed. 
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6. Next, you have a preview of your “Recent Photos.” Here, you have the ability to 
configure your view by selecting which albums will appear on your Project page. Select 
Configure à Select Album(s) à Save. 

 

7. Next, you have a view of all workflows assigned to you for this specific project. Similar to 
the action items, it identifies the due date for each workflow and color-codes to simplify. 
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Additionally, you can select any workflow’s blue text (hyperlink), and it will bring you to 
that particular workflow where you can take next steps. 

 

8. In the form’s workflow, you are able to “Take Action.” If you are the first step, you can 
either “Pass” the workflow onto the next step including relevant, pertinent notes within 
the workflow (a means for formal documentation), or “Cancel” (sends back to the 
initiator) and include notes supporting your reasoning (typically needing further 
clarification or detail within the form itself).  
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9. If you’re past the first step, your choices will be slightly different with “Take Action:” 
“Pass” is handled in the same way, but you now have “Fail” as your second choice. 
Failing a workflow allows you to gain clarfication from a previous step, continuing the 
conversation; to “Fail” allows you to route the workflow backwards to any previous step: 

 

10. Below “Workflows In My Court,” you’re able to view “Recently Created Forms” that are 
shared to you. You’re also able to “View All” forms for which you have access. At this 
view, you can also navigate to specific forms via its hyperlink. 
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11. You are able to “Search” within all forms on the project: 

 
12. When a project is being set up by the Project Controls ProjectTeam support group, one 

piece of information gathered is the address of the project (or county, coordinates, etc.) 
which then provides a map of the project location as well as daily weather at the site: 

 
13. Within the blue ribbon on the left-hand side of the screen, you are also able to navigate 

to various locations / functions within your project: 
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14. After the “Project Home” page, you can view all “Forms.” As you were able to select “My 
Favorites” on the Project page, you can also do so within “Forms” by selecting Edit. 
Selection at either location within your project functions the same, as those will appear 
on your project’s home page for easier navigation. 

 

 
15. You can use the search bar to find a form type. To see a full list of forms available on 

the project, you can select “View All Form Types:” 
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16. Next, is the Files section. It will display a notice to confirm if what you need is within the 
files section or if a particular document should live within a form. **PLEASE NOTE: To 
share documentation within the Files’ structure, you will need to work with the Project 
Controls Document Controls group for them to make any adjustments on share access. 
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17. There is now an option within the Files section that allows you to “Follow” a folder. If any 
new documents are uploaded into that specific location, you will receive a notification 
indicating a new document was uploaded to that location. 

 
18. In the Files section, documents are also organized within the “Form Attachments” tab 

and show any document attached to a form organized by form type: 
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19. The next option on the blue ribbon is “My Photos.”  

 
20. Next, you can generate project-level reporting. If the “Standard” or “System” reports do 

not address your needs, please reach out to ProjectTeam support, and we will create a 
unique report for your project. Reports can be run ad hoc or on a need-basis. Reports 
can also be scheduled to automatically generate on a regular cadence and sent to 
anyone you designate if they have access to the project. 

 
21. Next, you have your project Directory. You can see who is on the project and to which 

share group(s) an individual belongs: 
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22. If you need adjustments to an individual’s share group(s) or need to add / remove end 

users from your project, work with your Invenergy Project Manager, Document Controls, 
and ProjectTeam support groups. 

23. Last within the ribbon is the Calendar. Although not often used by Invenergy, you can 
create events and manage your calendar by month, week, or day: 

 
24. Enter the details of the event and save. If you would like to add multiple events at one 

time, instead of selecting “Save,” select “Save & New” to continue adding more events. 
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25. You can then view your event within the calendar by month, week, or day: 
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Project Setup in ProjectTeam & Elements to Consider 

ProjectTeam Support and Document Controls collaborate to support each project at a granular 
level within the system. Working with the project’s internal leads, we establish who is involved 
in the project, how they’re involved, to what their involvement pertains, and the kind of 
communication necessary. In ProjectTeam terminology, this is identified as the individuals (end 
users and to which company they belong), Share Groups, Forms, and Workflows. 

 

Adding an end user: External 

When adding external parties / personnel to ProjectTeam, ProjectTeam support always needs 
the following pieces of information: 

1. Full Name, Company, & External Company Email Address 
2. Project(s) to which they’ll need visibility 
3. What their role is within a project(s) to properly assign each person to a Share Group 
4. Considerations: If a 3rd party is performing multiple scopes of work (for example: civil, 

electrical, and structural engineering), it is best to identify which individuals within the 
external company corresponds to each scope as those could differ. This ensures the 
appropriate people oversee the correct documentation and participate in the correct 
workflows.  

Work with your Invenergy Project Manager to request new users. 
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Share Groups 

Share groups are defined in two ways: 

By Scope: When multiple parties/Counterparties need visibility on an item based on SCOPE 
(Via Forms) 
(Please note: Not applicable to share Folders in Folder Structure as Folder Sharing 
Access is governed by PC – Document Controls) 

By Company: All employees or project representatives under that specific company 
Applicable to Share Folders in Folder Structure – within their Company File Structure 
Folder Sharing Access – Governed by PC – Document Controls 

Share Groups by Scope – are exclusively used to activate workflows only, there could be some 
exceptions to share folders via Share Groups, but that would be determined by Document 
Controls upon user request. 

Scopes of Work within Technology 

Solar 
 Civil 
 Electrical 
 Structural 
 Substation  
 Transmission (Gen-Tie, specifically) 
 SCADA (Supervisory Control and Data Acquisition) 
 O&M (Operations & Maintenance) 

Wind 
 Civil 
 Collections 
 Foundations 
 Mech/Erection 
 Substation 
 Transmission (Gen-Tie, specifically) 
 SCADA 
 O&M 

  

PV Array / Collections System 

WTG  
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BESS 
 Civil  
 Electrical 
 Substation 
 Transmission (Gen-Tie, specifically) 
 O&M  
 POI (Point of Interconnection) 
 SCADA 

Share Groups and Personnel 
Please note: this list is not all encompassing and is included for reference. You will be included 
within the appropriate share group(s) – determined by scope & role – to access necessary 
documentation, and if applicable, participate in formal reviews. 
 
Invenergy Internal Share Groups 

 Admin 
o Project Controls 

 Environmental: INT (ECS)  
o Environmental Compliance & Strategy (ECS) Team 

 Invenergy O&M 
o O&M team (Typically added during later stages of construction) 

 Operations Support  
o Ops Team 

 Procurement  
o Procurement 

 Project Manager  
o Project Manager  
o Assistant Project Manager 

 Read Only: All 
o Personnel who need access to project but are not involved in reviews 

 Invenergy BESS Engineer 
o BESS Project Engineer 

 Invenergy Civil Engineer 
o Solar/Wind Project Engineer 

 Invenergy Electrical Engineer/Invenergy Collection Engineer 
o Electrical Engineer 

 Invenergy Mech/Erection Engineer 
o Wind Project Engineer 
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 Invenergy SCADA Engineer 
o SCADA Engineer 

 Invenergy Structural Engineer/Invenergy Foundation Engineer 
o Solar/Wind Project Engineer 

 Invenergy Substation Engineer 
o Electrical Engineer 

 Invenergy Transmission Engineer 
o Electrical Engineer 
o Transmission (Gen-tie) Engineer 

 Vegetation Management 
o ECS Sub-team for Vegetation Management 

 Contract Management 
o Project Control’s Contract Management 

 Cost Estimating 
o Estimating 

 Invenergy EHS: INT 
o Invenergy Construction EHS 

 Project Management Leadership 
o Project Management leadership assigned to project 

External Share Groups 
 Construction Manager: EXT 

o Construction Manager 
 Environmental Consultant: EXT 

o External Environmental Consulting  
 O&M: EXT 

o O&M Contractor 
 (BESS) Supplier: EXT 
 (Inverter) Supplier: EXT 
 (Module) Supplier: EXT 
 (MPT) Supplier: EXT 
 (SCADA) Supplier: EXT 

o SCADA Supplier 
o SCADA Engineer of Record (Designer) 

 (Trackers) Supplier: EXT 
 BESS Contractor: EXT 

o On-site BESS contractor 
 BESS EOR: EXT 
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o Designer of BESS Scope of Work 
 BESS Owner Engineer: EXT 

o Invenergy’s Third-Party Design Review 
 BESS Safety Contractor: EXT 

o On-site BESS Contractor’s Safety Personnel 
o On-site BESS Contractor’s Project Manager 

 Civil Contractor: EXT 
o On-site Civil Contractor / Civil Contractor’s PM 

 Civil EOR: EXT 
o Designer of Civil Scope  

 Civil Owner Engineer: EXT 
o Invenergy’s Third Paty Design Review 

 Civil Safety Contract: EXT 
o On-site Civil Contractor’s Safety Personnel 
o On-site BESS Contractor’s Project Manager 

 Electrical Contractor: EXT/Collection Contractor: EXT 
o On-site Electrical Contractor 
o Electrical Contractor’s Project Manager 

 Electrical EOR: EXT/Collection EOR: EXT 
o Designer of Electrical Scope  

 Electrical Owner Engineer: EXT/Collection Owner Engineer: EXT 
o Invenergy’s Third-Party Design Review 

 Electrical Safety Contractor: EXT/Collection Safety Contractor: EXT 
o On-site Electrical Contractor’s Safety Personnel 
o On-Site Electrical Contractor’s Project Manager 

 EHS Consultant: EXT 
o On-site Safety Consultant 

 O&M Contractor: EXT 
o On-site O&M Contractor 
o On-site O&M Contractor’s Project Manager 

 O&M EOR: EXT 
o Invenergy’s O&M Building Designer (Jon Ditter in most cases) 

 Structural Contractor: EXT/ Foundations Contractor: EXT 
o On-site Structural Contractor 
o On-site Structural Contractor’s Project Manager 

 Structural EOR: EXT/ Foundations EOR: EXT 
o Designer of Structural Scope 
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 Structural Owner Engineer: EXT/ Foundations Owner Engineer: EXT 
o Invenergy’s Third-Party Design Review 

 Structural Safety Contractor: EXT/ Foundations Safety Contractor: EXT  
o On-site Structural Contractor’s Safety Personnel and/or PM 

 Substation Contractor: EXT 
o On-site Substation Contractor 
o On-site Substation Contractor’s Project Manager 

 Substation EOR: EXT 
o Designer of Substation Scope 

 Substation Safety Contractor: EXT 
o On-site Substation Contractor 
o On-site Substation Contractor’s Project Manager 

 Transmission Contractor: EXT 
o On-site Transmission Contractor  
o On-site Substation Contractor 
o Transmission Contracting typically with Substation Contracting 

 Transmission EOR: EXT 
o Designer of Gen-Tie Transmission Scope 

 Transmission Safety Contractor: EXT 
o On-site Transmission Contractor’s Safety Personnel and/or PM 

Forms 

Each form has a specific purpose, unique functionality, and houses relevant documentation 
and content within a project. System forms are pre-established and exist on all projects. 
Custom forms are built by ProjectTeam Support (Invenergy) in collaboration with Document 
Controls to capture a particular function that is not already addressed within the system. Both 
system and custom forms are customizable upon request and review of need. 

Workflows 

As defined earlier, workflows are the formally facilitated review process that takes place in a 
form or file. Workflows are established by determining who needs to communicate with whom. 
Standardized project workflows have been established with valuable input from our various 
end users. Although customization of workflows exists, approximately 80% of the workflows for 
any technology’s communication needs are included within all projects. Typically, the final step 
of the workflow ends with Invenergy verification. Having Invenergy as a last step ensures we 
are thoroughly reviewing responses & direction, and/or end deliverables have been 
satisfactorily provided. 
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ProjectTeam Forms: Function and Purpose 

Log View Configuration: 

You can configure your log view within any form on your project. This allows high-level visibility 
across multiple entries of a form type within a project. 

1. Go to a form where you’d like to organize and review content in the log view: 

 
2. Select fields to view in your form’s log views: 
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3. Once you save your log view options, you can review the specified content you selected 
across multiple form entries of any form type. 

 
4. To update content in the log view, double click on the field you would like to change; you 

can then edit and save. This will save you time from going into each entry individually 
and updating details. 

 

Functionality of Action Items, Comments, and Formal Responses: 

A form houses documentation, and which form to use is dependent on the content of the 
document. The following pages will discuss the most used various form types, each form’s 
purposes, usage expectations, and general user functionality. 

Prior to getting into specific form types, having a fundamental understanding of a form’s 
features is necessary. There are various ways to leave clarification questions, feedback, etc., 
but each method has its own purpose. Action Items and Workflows were covered at a high level 
in the introductory section of this document. The following will further explain the purpose of 
those and the Comments in the “Activity” section within a form. 
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Action Items are a type of notification used for reminders. These can be assigned to others or 
yourself. The details of Action Items include the subject of the particular item, which document 
it’s referencing, to whom the item is assigned, from whom the item was assigned, a due date 
for the item to be addressed, and any relevant notes the end user would like to include. 
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Comments are used for casual collaboration within the specific form entry. As the end user of a 
comment, you can delete / edit your own comments. You can tag project users in comments, 
which will send the tagged user an email notification. The purpose of this collaborative space is 
to allow for further clarification and looping in others within the same project / share group for 
additional review. Please note: The comments section is NOT the location formal decisions are 
documented. As explained above, comments can be edited or deleted by the owner of each 
comment, which does not then hold the integrity of the conversations being captured.  
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Any formal responses or outcomes should be recorded in the detail section of the form and a 
workflow’s notes when taking action. For RFIs, The Invenergy PM will be the last step within the 
workflow. It is their responsibility to confirm the answer field is correct, reflecting the final 
decision identified in the workflow’s notes. 
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Photos 

Purpose: Upload any photos of onsite quality inspections, documentation of progress, etc. 

1. In a project, select the “Photos” tab in the blue ribbon. 
2. Project Controls recommends uploading and organizing photos into “Albums.” To add 

new photos to a new album, select the “Albums” tab à Provide an “Album Name” à 
Save.  
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3.  To add photos to this album, you have two options: Select “Add Photos” or Drag and 
Drop: 

 
4. If an album already exists, in the “Albums” tab within the Photos, you can select 

whichever album to which you need to add photos. 
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5. Make sure to share the album with your company and Invenergy. Select the album, click 

“Share,” and select “Invenergy LLC.” 
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Request for Information (RFI) 

Purpose: Form used by Invenergy to house any information within a project that needs to be 
reviewed, clarified and addressed by Invenergy or a 3rd Party.  

Site staff may need to respond to RFIs submitted by various suppliers.  

To respond to an RFI: 

1. You will receive an email informing you that an RFI awaits your response. Click the link 
which will lead you to the specific RFI. 

2. Review the question. 
3. If you require clarification on the question, take action on the workflow and fail it back 

with comments. 
4. If the question does not require clarification, click “Edit”. Fill out the fields “Answer,” 

“Responded by (Company)” and “Responded by (Contact).” 

 
5. Take action on the workflow, passing it to the next step. 
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Drawings 

Purpose: Form where Contractors submit FEED, IFC (30%, 60%, 90%), As-Builts for: 
Engineering/Design Packages for Invenergy Review and/or Approval.  

Please note: These Packages are tied to Design Review Comments 

Initiators: Contractors, Consultants, Invenergy (Internal Review). 

Below are high-level visuals addressing what’s processed in the Drawings form, where the 
drawing packages are stored, and how these documents are named. Following are step-by-step 
instructions clarifying how to use this form. 
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Finding the Most Up to Date Drawings 

1. To find a Drawing Package, go to Forms and select “Drawings.” 

 
2. Packages will be uploaded as milestones – 10%, 30%, 60%/70%, 90%, and IFC. Each 

scope should have its own set of milestones. 
3. Each Drawing Package is composed of individual drawings, and you can select each 

page separately. Select the expand arrows to magnify the drawing. 

 
4. In the attachments section on the bottom of the page, you’ll find the supporting 

documentation. Note that there may be multiple versions, denoted by a “V#.” Designs, 
CAD files, and types of reports will be found here. 

 
5. If you’d like to see the newest revision of drawings under a specific discipline, navigate 

to the “Drawings” tab and select “Show Latest Revision I have access to.”  You can also 
use the drop down to filter. 

6. If there is a cross arrow greater than zero, there is an active workflow for a package, 
and therefore, comments are being gathered. This indicates that is not a completed 
package. 
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7. Lastly, if you want to observe any Design Review Comments associated with the 

Drawings, scroll down on the page to “Reference Links.” Design Review Comments are 
used to track any comments from responsible parties for drawing revisions. 
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Specifications 

Purpose: Form used for documents prepared ahead of construction, which detail how the 
execution of construction must be performed. A Specification often refers to a set of 
documented requirements to be satisfied by a material, design, product or service.  

Initiators: Contractors, Consultants, Invenergy (Internal Review). 

1. Navigate to the Specifications form. 

 
2. Notice in the log view, the specifications are organized by Division. 
3. We have the option to select: "Show Latest Revision I have access to," which updates 

the view to the most recent revision of each specification. 
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4. To create a new specification, click “New,” then enter details.  The “Status” and “Status 
Updated By” fields will be filled out by Invenergy. 

 
5. On the Specification form’s entry page, the number of revisions made to the 

specification is visible. Additionally, attachments can be added to the Attachments 
section. 
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6. If you would like to create a revision, navigate to the specification in the log view, click 
the title, then select the blue "create revision" button. 

 
7. The revision number automatically updates to the next revision number in the 

sequence. Update all fields that need to be changed, then hit save & add any 
attachments to the Attachments section. 

8. Using the “Specification Package” form, you can aggregate specifications into a single 
package.  

9. To do so, select “New” and fill in the fields.  
10. To add specifications to the package, look under the "Specifications" header, and select 

"Add existing." Here, you will select all the specifications you want to include in the 
package.  

11. If a specification item is not in ProjectTeam, you can "create new" and fill in the 
appropriate fields, then save and share.  
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12. Below is an example of how specifications processed in the form are stored within the 
folder structure. 
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Submittals 

Purpose: The Submittals form holds submission and review process for submittal documents to 
include but not limited to: 

 Vendor Packages, Installation Packages, Fabrication Packages, Plans and 
Procedures, Testing and Reports, O&M Packages, others. 

 Any submittal required per contract that requires Invenergy (or third party) approval 
before they are fabricated or used on project site. 

 In addition: This can include tests, procedures or information that a customer 
requests based on issues arising on site.  

 
Site staff will mainly need to locate submittals within ProjectTeam. 
 
How to find submittals: 
 

1. Navigate to the “Submittals” form.  

 
2. The log view is divided into Items and Packages. Multiple submittal items can be 

assembled into a package. The submittals here are organized by the Specification 
Section.  
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3. You can utilize the filter function at the top to search for documentation. For example, if 

you think you know the title, you can search for key words in the “Subject” bar. 
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4. You can always Configure your Log to see & filter by additional form fields. In the top 
right corner, select the ellipses then select “Configure Log.” 

 
5. Select the fields you would like to see in your log view and click “Save.” 
6. Also, please note the check box at the top of the log. When this is checked, you will only 

see the most recent revision of a Submittal document. When this box is NOT checked, 
you will see all versions (historical and current) of each document. 

 
7. You can see which revision number a document is on by looking in the “Revision” 

column. A document that has a 0 in the revision column is on its first iteration. Any 
number higher than 0 indicates a document has been revised.  

8. You can view previous versions of a document by clicking into an entry and scrolling 
down to the “Revision History” section. You can toggle to a past version by clicking 
“View.” 

 
Please note: Document Controls relies heavily on the status field of these forms and the completion of 
the workflows to act as indicators that these documents are ready to be migrated to the designated 
folder location. Reference the example below for further information.  
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Transmittals 

Purpose: Submit a transmittal if any project documents being provided do not fall into the 
submittal or drawing categories. This can encompass items that need to be documented for 
record.  
 

1. Navigate to the Transmittal form with Forms. 

 
2. Fill out the form.  

 
3. There are two types of transmittals available, which are Contractor Transmittals (for 

complementary information to a submittal) and Letter of Transmittals (formal 
distribution of any document/communication relevant to a project). 
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4. For course of action, list the action desired by adding a new row. Please note, you can 
attach documents or reference links. 

 

  
5. Make sure to save and start a workflow to the appropriate party. After saving, you can 

upload relevant attachments to the Attachments section, if necessary. 
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Engineering Studies 

Purpose: Form that holds review process for engineering tests and study results to confirm that 
the current design of the project meets certain performance criteria. 

Initiators: Contractors, Consultants, Invenergy (Internal Review). 
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1. Select Form and then type in “Engineering Studies.” 

 
2. In the log view, look for the newest revision of the study in question. Often, they’re 

linked to drawing packages, as well. Feel free to customize the view using the “Scope of 
Work” field. 

3. Look at the “Attachments” section for the study. 
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Daily Observations 

Purpose: This is a form to align how site teams document daily activities, site conditions, 
equipment used, visitors, etc., It is important to document as much as possible, so that there is 
a level of accountability. We also have a merge template to export this information in an 
organized format. 

1. Start by searching for “Daily Observations” in the forms section. 

 
2. In the log view, select “New.” Alternatively, you can clone a previous entry.  
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3. Make sure the correct date is selected. If the entry is reflecting a previous date, input 

the appropriate date / time. 
4. Select “Get Next” to capture the report number. 
5. Fill in the location. 
6. Select “Create New” for the Weather and Conditions” section. 

 

 
a. Working Day – add Yes, No, or N/A 
b. Total Working Days to Date: put the current total number of days on site. 
c. Temperature: input range in Fahrenheit 
d. Conditions: general weather: ex; cloudy, sunny, rain, etc. 
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e. Impact: if there was an adverse result from the conditions, list result, ex; Muddy 
site from rain caused slick conditions. 

f. Comments: Add any additional relevant input, if necessary. 
7. Select “Create New” for Communications with Public Today: include name of each 

visitor: residents, businesses, etc. 

 
a. Input Name, Address, Phone Number 
b. Provide Comments regarding the visit 

8. Provide the Contractors Labor Force 
a. Provide Classification: Self Employed, employee, etc. 
b. List the number of individuals for that organization 

9.  Provide information on the Contractors Onsite 
a. Put the company name, and the number of individuals 
b. Select “Add & New” for each company. 

10.  Visitors Onsite 
a. Provide the Name and Company of the visitor 
b. Write their Purpose of Visit 
c. Select “Add & New” for any other visitors. 

11.  For the “Add Equipment Used Today (Applicable to T&M)” section: 
a. List the Machine Make, Type, Model, Type of Work, and Hours Worked 
b. Select “Add & New” for other machinery. 

12.  In the Work Activity section, provide the main tasks that were done on site, ideally per 
scope (Civil, Collection, etc.) and a description under each scope. 
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13.  If Outside Agencies were contacted (Utilities, Municipal, Private, etc.) list that here. 
14.  Any additional comments should be put into the comments section 
15.  Under “Reported By,” select “Create New” and list your name and title. 
16.  In the upper right side of the screen, select “Save and Share” and share it with 

Invenergy LLC. 

 
17.  Also share this with contractors, if necessary. 
18.  On the Daily Observation form entry, scroll down to the bottom and add any 

attachments relevant to the form. 

 
19.  If you’d like a neat printable layout of the form, select “Print” in the upper right corner, 

and in the drop down, select “Merge to Template.”  

 
20.  Select the “Daily Construction Report” and output as either a PDF or a Word document. 
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21.  Select any of the attachments you’d like to include in the PDF, then select “merge,” and 

save. 
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Completion Certificates 

Completion Certificate to Owner is a legal document stating the date and statement on which 
the Work (or portion of the work) performed by Contractor, satisfies the requirements for 
Completion.  

A Contractor’s Completion Certification is a document that states the construction of a specific 
scope of work item has been completed in accordance with the established specifications and 
standards. These certificates are to be submitted with proof of completion to Invenergy from 
the on-site contractor and signed by Invenergy when sufficient proof of completion is delivered 
and verified by the Invenergy on-site team.  
 

• CLIENT – Completion Certificates Form: Completion Certificates to Client via 
ProjectTeam 

• CONTRACTOR - Completion Certificates Form: Completion Certificates from Contractor to 
Invenergy via ProjectTeam 

 
Initiators: Contractors (Contractor CC), Invenergy (Client – CC (If Applicable)). 
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Completion Certificate: Contractor 

 
1. The on-site team will never initiate a Completion Certificate. However, they are the first 

step in reviewing, so they must be able to navigate the form. 
2. There will be two workflows per each scope of work: 

 Completion Certificates: This workflow is for the Invenergy project manager or 
construction manager to review and approve for completion. These should be 
individual verified items.  

 Substantial/Final Completion Certificates: This workflow is for Invenergy project 
managers and construction managers to verify completion and then pass to 
Invenergy Leadership for signature.  
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3. Once the EPC contractor has initiated this workflow to the Invenergy Project Manager 

and Construction Manager, the length of time to accept/reject the completion certificate 
set for this workflow aligns to the timeline outlined within the contract. 

4. Review documentation for completion, and have on-site team verify quality of designs 
and specifications.  

5. Fail the workflow if completion certificate is rejected including comments identifying 
requirements for completion certificate to qualify for signature.  

6. Pass workflow if completion certificate is approved. If it is a normal completion 
certificate, sign and upload into the attachment. If it’s a substantial/final completion 
certificate, pass to contract management to get DocuSign signature from leadership.  

Completion Certificate: Client 

A client completion certificate is a legal document that states the construction of a specific 
scope of work item has been completed in accordance with the established specifications and 
standards. These certificates are to be submitted with proof of completion to Invenergy’s 
Customer from Invenergy and signed by the Invenergy Customer when sufficient proof of 
completion is delivered.  

Please note: Workflow duration is determined by the Offtake agreement and is important for 
the Project Manager to identify to notify ProjectTeam support when adding the form to your 
project. 
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** Note: initiators of this workflow are the Construction Manager or the Project Manager 

 
1. Select Forms & search Completion Certs: Client. 

 

2. Select “New.” 

 
3. Fill out Form Fields: 
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 Subject 
 Submitting Company 
 Submitted By 
 Scope 
 Completion Certificate Type 
 Block #, Circuit(s), or N/A [Solar Projects] 
 Foundation #(s), WTG(s), Circuit(s) #, N/A 
 Description 
 Status – Under Review 

 

4. Once all these fields are filled out, click “Save & Start Workflow.” 
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5. Select workflow “(Completion Certificate) Invenergy to Customer.” Reminder: To ensure 
your project meets the contractual obligations and time sensitivity for the Completion 
Certificates, meet with Project Controls to review contractual obligations for these 
deliverables. If the timeline needs to be adjusted or extra workflows need to be added 
for specific Completion Certificates, you will need to inform Project Controls so they can 
capture those items for your project.                                   

6. Once the workflow is started, attach the completion certificate signature form in the 
attachment section.  

 

7. Once the Construction Manager / Project Manager has initiated this workflow to the 
Invenergy Customer, the length of time to accept/reject the completion certificate set 
for this workflow aligns to the timeline outlined within the contract.  

Incidents 

Purpose: Form that houses documentation of events that occur on a project’s site that cause 
harm or damage to a person(s), equipment, and/or environment. Use this form if you would 
like to send an incident report to Invenergy’s Environmental Health and Safety team. 
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1. Select Forms & search "Incidents” 

 
2. Select “New” 

 
3. Input your: 

a. Subject 
b. Brief Description 
c. Date Created (day that form was created) 
d. Incident Report Number (select “Get Next”) 
e. Report Submitted By: Input your name 
f. Submitting Company: input your company 
g. Incident Date: Date of the occurrence 
h. Incident Time 
i. Identified during 
j. Final Report Due Date: usually a week from the incident 

4. Input the General Information 
a. Select “Create New” 

 
b. Put in Incident Classification from the list 
c. Select Type of Incident: Safety, Environmental, or Material issue 
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d. Select the top contributing factor for the incident 
e. Type the location of the incident, as accurate as possible 
f. If there are more classifications to put in for this report, select “Add & New,” 

otherwise, select “Add.” 

 
5. Enter the Contributing Factor details. Elaborate and provide as much detail as possible. 

Feel free to add a numbered list that would add context to the contributing factor. 
6. Input the contractor information 

a. Select Contractor from the list 
b. Select a main contact for the contractor, to obtain more information, if needed 
c. If there is a subcontractor, put that into the last field. 

 
7. Create an Incident Involvement row: 

a. Select if the employee is a contractor, subcontractor, Invenergy Employee, or if 
there was damage to equipment. If other, put in text for that. 

b. Select the length of time they were on the project. 
c. If there are any witnesses, input the Witness information. Capture witnesses 

names, company information, general information. 
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8. Create an Incident Impact row 

a. Include the Contractor Employee 
9. Include the Incident Impact 

a. Select the relevant impact: you may select multiple. Property, Equip, First Aid, 
Recordable Injury, etc 
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10. List the equipment that has been impacted 
11. Nature of Injury and Illness – select if there is a sprain/fracture/cut etc. Once again, 

feel free to select multiple options. 
12. If there is an injury location, select from the picklist. 
13. Write a description of the illness, and which body part is injured, if applicable 
14. If an immediate action was taken, select the type of action that was pursued. 

 
15.  Input a comprehensive description of the incident and any investigation details. If 

corrective details are needed, please input them here. Also input any corrective action 
and preventative action. 

16. Once done, hit “Save and Start Workflow” and select the appropriate workflow.  
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17. The EHS manager will review the report, ask for more information if necessary, and go 

back and forth to finalize the information. Utilize the merge template if necessary, and 
attach any necessary documentation into the “Attachments” section. 

Non-Conformance Report (NCR) 

Purpose: Form that houses documentation of events that occur on a project’s site that cause 
harm or damage to a person(s), equipment, and/or environment. Use this form if you would 
like to send an incident report to Invenergy’s Environmental Health and Safety team. 
 

1. The Construction Manager initiates the form – search for “NCR” in the ProjectTeam 
Forms section. This is also called a “Non-Conformance Report.” 

2. Select “New.”  

 
3. Input the Subject, that gives a brief description of the non-conformance.   
4. Select “Get Next” to obtain the next number in the sequence.  

 
5. Assign the scope of technology 
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6. Input the Nonconformance Notification by selecting “Create New.” 

 
7. Complete the table with the date issued, type, location, and target due date 

  
8. Select the company that is responsible for the scope of work.  
9. Select the date where the non-conformance was identified  
10. Assign a status – begin with “Open.”  
11. For the Support document of process of reference, include the relevant Submittal or 

Specification.  
12.  In the Description of the NCR, type a brief description of the non-conformance.  
13. For the “Proposed Corrective Action Details” field, if applicable, offer a solution or 

corrective action to rectify the nonconformance.  
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14. Select “Save and Start Workflow,” and initiate the “(NCR) Invenergy to ___” workflow.  

 
15. The next section is for the Contractor to complete: 

a. Date Acknowledged 
b. Personnel that made acknowledgement. 
c. Contractor’s notes that could support justification for the nonconformance.  
d. Detail regarding remedial actions that have been taken or that will be taken – 

including dates and any relevant documentation like inspections. 
16. The Contractor will pass the workflow to the Invenergy team, who will set a declaration 

of conformity, and list any comments, by selecting “Create New.” 
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17. Once this information is included, the PM will pass the workflow. This will indicate the 

NCR is resolved. 

Safety Audit 

Purpose: This is a form that is filled weekly to assess the safety regulations of the site typically 
completed by the EHS department. 
 

1. Go to Forms and select “Safety Audits”  
2. Locate the “Template” Safety Audit. This may be at the very end of the project.  
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3. Select the entry, then locate the three dots on the upper right, Select the “Clone” option. 

 
4. Input a subject: Can be the date of the audit entry  
5. Generate the next Safety Audit number by selecting “Get Next.”  

 
6. Input the date of the safety audit  
7. Add your name in the “Completed By” section  
8. Set a status: “Open with Action Items” signifies a review needs to be made, 

“Completed” signifies no review is needed. 

 
9. The “Corrected Immediately” checkbox is for establishing if the item is already 

addressed.   
10. “STOP work required” is for suspending work, perhaps if there is a dangerous situation  
11. For “Safety Observations,” attach an itemized audit in the attachments later, if possible, 

and provide a note in this box  
12. The “Safety Audit Items” field has checkboxes for Job Information, Employee Interview, 

Safety Engagement, Personal Protection Equipment, Housekeeping, sanitation, lighting, 
etc. This is a very comprehensive form – make sure to select all the boxes. Select either 
“Yes,” “No,” or “N/A.” Input any relevant comments as well.  
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13. Select “Save and Start Workflow.” The Construction Manager should start the Safety 

Audit - Invenergy (CM)“ workflow. 

 
14. Attach any relevant documentation  
15. If there is a hazard, Invenergy EHS will start the appropriate workflow when reviewing 

the form, and will send to the relevant contractor, who will apply corrective actions. 

Engineering Management Form 

Purpose: This form is utilized to communicate any design criteria for the project. This is to 
streamline document control to the contractor and EOR prior to/at design kickoff. The Project 
Engineers are the primary users of the form, and the Invenergy Project Manager will 
communicate the contractually obligated documentation to other parties.  
 

1. “Within your project’s “Forms,” select the “Engineering Management” form. 



  

FOR SITE TEAM USE 
ProjectTeam 

Process Guide:  
Forms, Functions, Purpose 

Revision 00 
Approval Date 04/01/2025 
Implementation Date 04/01/2025 

 

73 

 
Confidential & Proprietary 

 
2. In the log view, there will be entries for each scope/requirement 

 
3. Select the item to view or share. 
4. The status field will determine if the document is established 

a. Drafting 
b. Final – Subject to Change 
c. Final 
d. Revision 

5. If there is a change in a form entry, a workflow will be started internally so Invenergy 
receives the new documentation. If you are sent a workflow, simply pass it to 
acknowledge the new document. 

6. Utilize the Attachments section for information. New documentation will have a New 
Version, denoted by a “V2” black box next to the file name. Please note: the numbering 
following “V” is automatically sequential and updated when uploading a new version. 
 
 


