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Design Services for Propel Projects 
HOW TO: Design Services Orders and Equipment Ordering 
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Introduction 
After your customer signs their Propel loan documents, you’ll receive an email from the 
Greentech Design Services (GRDS) team with a link to your project in the Greentech 
Customer Portal. Use this link to access the project and place your design services 
order.  
 
Here is a high-level overview of the Propel job lifecycle once you receive the GRDS 
email: 

1. Create a Service Order 
Submit your request for design services through the Greentech Customer Portal. 

2. Plan Set & BOM Creation 
GRDS will develop the Permit Plan Set and Bill of Materials (BOM) using the 
system details from your Solargraf or Aurora proposal. 
Note: Your designer may reach out with clarifying questions, so please be 
available to keep the process moving. 

3. Review & Approve 
When the plan set and BOM are complete, you’ll receive a notification to review 
and approve the Service Order. 

4. Order Equipment 
Once approved, you can order equipment directly through the Greentech 
Customer Portal using the BOM automatically generated with your plan set. 

 

Domestic Content & FEOC Best Practices 
o All Propel projects must meet FEOC criteria to qualify for the ITC, and in 

California they must meet the Domestic Content thresholds to qualify for 
bonus tax credits (or the Domestic Content Adder – DCA)   

o Use the Propel AVL SKUs for DomCon Compliance guide for specific 
SKUs to ensure your project has the best chance of being DCA eligible. 
 

 ***IMPORTANT: when you are talking with your Greentech Renewables 
team, please always let them know this is a Propel order.*** 
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Creating a Service Order 
1. Click on the link to your project in the email from GRDS 

 
2.  Click “Create a Service Order” from the dashboard page 
 

 
 
 
3. Select Residential intake button 
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4. Select relevant services 
 For full Design Services, select the options that are required for your AHJ 
 For Permit Plan review and validation, select Residential Permit Planset 

(Unstamped) – you can upload your Permit Planset later in the process 
 For the Customer PO Number: if this is not marked as required, you do not need 

to enter anything here. If required, but unknown, you may enter a placeholder 
PO# to proceed. 

 
 
5. Complete the System Information section and then click Save and Continue 

 NOTES:  
 From this point your progress is auto-saved 
 Only Enphase batteries are on the AVL for Propel 
 Additions to Existing Systems are not allowed for Propel unless it is 

a stand-alone second system. Second systems are not allowed in 
TX. 
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6. Upload supporting documents (Site Sketch, Sales Proposal, settings you use in your 
proposal tool, or any other documentation that will help your designer). For Planset 
Attestation, upload your Planset and Attestation letter). 

 

 

 

Completing the Service Order Intake 
1. Navigate through each section of the Intake Form: 

 A red asterisk [*] indicates a required field. If it's not needed, it may not be 
applicable to your project.  

 Complete each section to the best of your ability based on the sales 
proposal your provided – it will be pre-populated by the Design Team so 
some sections may already be filled out 

 Sections can be saved and returned to later if clarification or investigation 
is needed 

 

 
 
 

2. Check the agreement boxes for the Residential Permit Package - Scope of Work 
(Recently Updated) and Terms & Conditions 
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3. Click Save and Submit (NOTE: if required fields are missing you will not be able to 
submit the Service Order) 

 
 

The Plansets Message Center 
 

This page is where you can upload files and chat with your designer.  

Message Your Designer 

Click Post to chat with your designer. Make sure to ALWAYS @ whomever you are 
trying to reach. E.g. “@John Smith” 

Upload Documents 

Cick on Files to upload documents: 

 If you used a design tool other than Solargraf, upload the DXF, Shade Report, 
and BOM in the Message Center. 

 If you are using the Planset Attestation feature: you can upload your Permit 
Planset if you requested a Planset Review & Validation rather than a full Design. 
Design Services will create a BOM based on your Planset and you can skip 
ahead to Equipment Ordering. 
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Statuses & Their Meanings 
Notification Sent means you will receive an update when a project is moved into this 
status. 
 

GRDS / In progress 

Sales Approval Need 

Customer Action Item 

Inactive 

 

Statuses Residential 
Notification 

Sent Notes 

Canceled x x  

Draft x  If Project is created, but Service Order not submitted 

Request for Information x x More information is required in order to move forward 

On Hold x x On hold for any reason 

Intake Required x x Reopens intake sections for additions and upates 

Project Review x  Project submitted and being reviewed by GRDS 

Redline x  Deliverables rejected at Prestamp Approval or Deliverables Ready stage 

Drafting x x Planset drafting is in progress 

Prestamp Approval x x 

Initial project deliverable has been sent to customer for review and approval 
before sending to the PE for stamping (only used when EE or SE stamps have 
been requested) 

Send for Stamping x  
Initial project deliverable has been approved and is ready for GRDS to send to the 
PE for stamping 

Stamping x  When PEs are reviewing and stamping plans 

Change Request x x If the customer submits a change request, or we set manually 

Deliverables Ready x x Deliverables have been uploaded and are ready for review and approval 

Completed   Set after been in "Deliverables Review" for 2 weeks or deliverables were approved 
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Approving/Rejecting Deliverables 
1. When a project is in either Prestamp Approval or Deliverables Ready status, you will 

receive an email notification and be prompted to review the most recently uploaded 
files. 
 

 
 

 Approve Documents will move the project forward.  
 Reject Documents will send the project back to Redline 

 A reason for rejection will be required 
 Any files applicable to the rejection need to be uploaded via the 

Message Center. Be sure to tag the project's main point of contact. 
 Please be available to discuss the rejection reason with your 

designer. 
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On Hold / Request for Information (RFI) 
1. In the case that a project is set to and On Hold or Request for Information status, the 

project will not move forward unless you take action 
2. The reason for the On Hold/RFI will be displayed at the top of the page 
 

 
 
3. For the quickest resolution, respond to the prompt by posting in the Message Center, 

making sure to @ the right recipient. 
 

Ordering Equipment 
For Propel projects, you need to use the BOM provided to you by Design Services to 
generate a Web Order for the equipment used in your Planset. 
 
1. From the Residential Planset page, click on the Products tab  

(Pro-Tip: you can always browse to the Planset page from the left-hand column of 
the Project) 
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2. Scroll to the bottom of the page and click one of the following: 
 If you have no edits to the BOM, click Proceed to Checkout.  
 If you would like to generate your BOM and make edits, click Add to 

Project Bill of Materials. 
 

***NOTE: if you and your Sales Rep decide on any changes to the BOM or 
Work Order, any changes to AVL equipment (modules, inverters, battery, 
rail & structural fasteners) MUST be routed back through Design Services 
before your order can be fulfilled. Any non-AVL materials may be edited*** 

 

 
 
3. To edit the Bill of Materials, click on View Bill of Materials in the pop-up window 

that appears. This will take you to the Bill of Materials, where you can add, remove, 
or adjust the quantity of the materials on your BOM. 
When you have finished editing, click Proceed to Cart. 
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NOTE: you may edit any material below the line highlighted in yellow in the 
screenshot below: 
 

 
 
 

4. Select payment method 
 
5. Complete the Shipping Options – you must select CED Delivery 
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6. Enter the Job Site address as the Shipping Address – On Site Delivery is required 

for Propel jobs 
 

 
 

7. Enter a contact name and phone number for your company 
 

 
 



Page 13  
Last updated 4/27/2026 

8. Checkout - Payment 
 PO Number is not required 
 Copy & Paste and Project name (found on the right side of the page) 

 

 
 
 
9. Review & Submit Order 
 

 
 
***IMPORTANT: when you are talking with your Greentech Renewables team, 
please always let them know this is a Propel order.*** 
  



Page 14  
Last updated 4/27/2026 

Submitting a Change Request 

Pre-Shipment Change Requests 

 
A change request is a catch-all term for additional requests or changes needed on the 
project. A revision, AHJ kickback, additional services, etc. are all cause for a Change 
Request. This process below applies to any changes you need to make BEFORE 
equipment has shipped.  
 
IMPORTANT: Please refer to the Post-Shipment Change Requests process if you need 
to make changes AFTER equipment has shipped.  
 
***NOTE: if you and your Sales Rep decide on any changes to the BOM or Work 
Order, any changes to AVL equipment (modules, inverters, battery, rail & 
structural fasteners) MUST be routed back through Design Services before your 
order can be fulfilled. Any non-AVL materials may be edited*** 
 
1. To submit a change request, click the "Request a Change" button under the Planset 

Documents section 
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2. Complete the change request by describing the reason for the change.  
 

 
 

3. After you submit the Change Request, the following steps will happen: 

 Project status will update to Change Request 
 A new tab will appear in the Residential Plansets Message Center where 

you can monitor the status of the change request 
 Change request comments will be posted in the Message Center 

 

 
 

4. When your updated Planset and BOM are complete, you can proceed with placing 
your order. 
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Post-Shipment Change Requests 

***NOTE: if you and your Sales Rep decide on any changes to the BOM or Work 
Order, any changes to AVL equipment (modules, inverters, battery, rail & 
structural fasteners) MUST be routed back through Design Services before your 
order can be fulfilled. Any non-AVL materials may be edited*** 
 
For Propel projects it is mandatory that the equipment you ordered can be tracked to 
the homeowner’s job site. This is called the Chain of Custody and it allows the lender 
to qualify for the tax credit, which is the foundation of the Propel finance product.  
  
The following instructions will help you make changes after equipment has been 
shipped without breaking the Chain of Custody. 
 

1. To submit a change request, follow the instructions for a Pre-Shipment Change 
Request. 

2. Your designer will work with you to create a new Planset and BOM based on the 
changes you need to make. 

3. If your new BOM includes additional equipment, it will also include all the 
equipment from your original order. Because you don’t want to order duplicate 
equipment, you’re going to need to do a little editing. Before you place the Web 
Order for the additional equipment, be sure to carefully remove any equipment 
that has already shipped. 

4.  
 How to Order: Scroll to the bottom of the page and this time, click Add to 

Project Bill of Materials (remember, when you placed the original order, 
you clicked Proceed to Checkout) 

  
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 Click View Bill of Materials in the pop-up window: 
 

 
 
 This will take you to the Bill of Materials, where you can remove all of the 

equipment you have already received. 
  

 
 
 

5. If your new BOM has less equipment than your original order, you can return the 
extra equipment for a credit. 

6. Place your Web Order for the additional equipment. This will generate a 
shipment, and a POD to maintain the Chain of Custody for the new equipment. 

7. Meanwhile, your designer will update the Concert portal with the new Planset 
and the new, complete BOM including all shipped equipment. 
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User Management  

Adding Teammates  

 
1. Click Account and select User Management  

 

  
  
2. Click Add User  

  
  
3. Select the right Profile  

 Administrators may create and manage other users  
 Standard users have all other permissions of administrators  
 Limited users have permissions as configured below  

   
4. Welcome Emails to new users can take 5-15 minutes  
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Disable Update/Notification Emails  

1. Click “Account” and select “My Profile”  
  

  
  
2. Head to the NOTIFICATIONS tab  
  

  
  
3. Scroll towards the bottom, and uncheck “Planset Updates”  
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4.  Select “Update Preferences” at the very bottom of the page  
  

  
  
 


