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Employees may from time to time acquire or otherwise be exposed to confidential and/or proprietary 
information (“Confidential Information”) of both TRC and / or third parties, including clients. TRC is very 
sensitive to the issue of protecting trade secrets and other Confidential Information. Confidential Information 
may be kept in many forms, including but not limited to: memos, notes, reports, computer files, electronic 
mails, DVDs, hard drives, flash memory and other media. 

The Company has an obligation to maintain the confidentiality of its own information and the information of its 
customers and other applicable third parties. As a consequence, all users of TRC Technology Resources must 
take appropriate steps to maintain the confidentiality of email and other information on or communicated 
through the use of TRC’s Technology Resources. See TRC’s Code of Business Conduct and Ethics for further 
guidance. 

For more information on confidentiality, privacy, and data security, please search TRCNET for ‘TRC IT Policy’, 
‘TRC Information Security Policies’, and ‘Information Classification and Handling’.

Confidentiality Statement 



“TRC Companies has met the standards and requirements of the 

Registered Continuing Education Program. Credit earned on completion 

of this program will be reported to RCEP at RCEP.net. A certificate of 

completion will be issued to each participant. As such, it does not 

include content that may be deemed or construed to be an approval or 

endorsement by the RCEP.”
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This educational activity is protected by U.S. and International copyright laws. 
Reproduction, distribution, display and use of the educational activity without 

written permission of the presenter is prohibited.

© TRC Companies 2019

Copyright Materials
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• First Aid

• AED location

• Fire Extinguisher

• Physical address

• In case of emergency

• Volunteers
– Call 911

– Meet first responders

– CPR

• Emergency exits

• Where to gather outside

Safety First – Daily Tailboard
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Welcome & Introductions

• Your name

• Job title

• Your experience with substation 
diagrams and schematics

Help your neighbor!
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• Arrive to class on time!

• Sign the roster everyday

• Cell phones on silent please

• Restroom locations

• Scheduled breaks and lunch

• Length of training

• Class rules and guidelines

Logistics & Guidelines
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Agenda / Lessons

• Introduction

• Module 1 – Intro to Site Commissioning Documentation 

• Module 2 – Mock Project & Pre-Commissioning Process

• Module 3 – On Site Pre-Commissioning and Commissioning 

• Module 4 – Post-Commissioning 
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Course Goal/Purpose 

Participants learn to safely and systematically plan, draft, execute, and 
closeout a project by utilizing the T&C process and procedures 
documentation. 
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Learning Objectives

At the end of this course, participants will be able to:

Module 1 – Intro to Site Commissioning Documentation 
❑ Describe Site Commissioning documentation and locations

❑ Describe the Commissioning Services Workflow Process

Module 2 – Off Site Pre-Commissioning 
❑ Explain the Mock Project Goals

❑ Describe the Off Site Pre-Commissioning Process

❑ Demonstrate the ability to export, edit, and complete project-specific 
Off Site Pre-Commissioning documentation  
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Learning Objectives Continued

At the end of this course, participants will be able to:

Module 3 – On Site Assessment and Pre-Commissioning 
❑ Describe the Site Assessment and On Site Pre-Commissioning Process

❑ Apply Human Performance tools in a substation

❑ Demonstrate how to complete project-specific On Site Pre-Commissioning documentation  

Module 3 – On Site Commissioning
❑ Describe the On Site Commissioning Process

❑ Demonstrate how to complete project-specific On Site Commissioning documentation

❑ Explain the Testing and Commissioning Process and Procedures

❑ Perform Testing and Commissioning Process and Procedures 
(i.e., Relay Identification, Isolation, & Restoration) 
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Learning Objectives Continued

At the end of this course, participants will be able to:

Module 4 – Post-Commissioning 
❑ Describe the Post-Commissioning Process

❑ Demonstrate the ability to complete and upload project-specific Post-Commissioning documentation 



• Participant Guide
– OneNote on Surface Go

– Slides

– Knowledge Checks

– Rubrics 

– Assessments

– Lab exercises

– References

– Prints

• Site Commissioning Documentation
– Go-By Documents

– 17000 Documentation 

• TRC Power Academy Site
– Additional reference and training material

13

Course Materials



• Login to TRCNET
– Use your network username and password

• Once logged in, minimize the browser

• Tap the OneNote icon

• OneNote launches
– Tap drop-down

– Choose Process Excellence 

• Ask for help if you need it
– Use job aid for tips

14

Getting Started with OneNote on a Tablet
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Getting Started with OneNote on a Tablet

• Login on the Surface Go
– Use your network username 

and password

• Go to TRC Power Academy 
website
– Tap TRC Power Academy icon 

on home screen

– Opens browser to TRC Power 
Academy website

– Use your network username 
and password

TRC Power 
Academy
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Getting Started with OneNote on a Tablet

• Get the OneNote file for 
this course
– Locate and click on course 

folder in Course Library

– Locate and click on 
OneNote file for course

– Click Open when prompted

– OneNote launches

– Click Create to unpack the 
.notebook file and store it 
in your OneDrive 

– Course opens in OneNote

– Colored tabs for each 
module

Tip:
Course materials with your notes will be stored on 
your OneDrive, which you can access from anywhere.
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Using OneNote in Class

• Modules are organized 
with tabs.

• Super easy! Just click 
in the right margin to 
take notes.

• When you realize why 
a topic is important or 
your WIIFM*, write 
that as a note for the 
slide.

• Be an Active Learner!

Take notes here!!!

* WIIFM – What’s In It For Me!
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KWL / Learning Plan

• Another part of being an active learner 
is having a plan to learn.

• To create a simple Learning Plan, use 
the KWL approach to capture your goals 
for each training module.

• K = what I Know
• W = what I Want to learn
• L = what I Learned
• By completing the KWL form, you set 

your goals for the module and add to 
your learning plan.

• A set of KWL forms for each module is 
included in your participant guide. 

• Start filling in the KWL form at the 
beginning of each module starting with 
what you Know and what you Want to 
learn.

• And then complete the form at the end 
of the module with what you Learned.

TRC used 

documents and 

forms to Test and 

Commission 

substations

K

What I Know

W

What I Want to 

Learn

How do I fill-out the 

documents and 

forms when testing 

and 

Commissioning 

substations 

L

What I Learned

A safe and 

systematic process to  

identify risks, create 

a plan, use HP tools, 

work as a team, 

document, and 

closeout the Testing 

and Commissioning 

of a substation
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OneNote in the Cloud

• A big advantage to using 
OneNote is that your 
training material and all 
your notes live in the cloud 
on TRC’s OneDrive.

• You can access it from 
anywhere and any device 
by logging in to TRCNET.

• You can also get more 
training on using OneNote 
and other Office apps 
through TRC Learning 
Center Reference Library.

https://trccompanies.level0help.com/library
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Knowledge Checks and Assessments

• Knowledge checks are included in each module to help you gauge 
your understanding
– Individual and group exercises and questions

• On tablet, paper, or interactive using Surface hub

• Friendly competition

– Trigger discussion

– Not scored

• Rubrics are included for activities
– Rubrics identify expectations of quality around a task and defines criteria 

for grading.

• An assessment is included at the end the course
– Course Web-Based Trainings, Rubrics, and Assessments confirm that you 

have successfully completed the goal and learning objectives of the 
course:
• Launched from an email link 

• Questions are knowledge- and skills-based

• Scored questions – 80% score or better to pass

• For performance-based assessments, you’ll be observed and graded by the 
instructor.
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Module One
Intro to Site Commissioning Documentation

21
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Module One - Intro to Site Commissioning Documentation

Learning Objectives

At the end of this module participants will be able to:
❑ Describe the Site Commissioning documentation and online locations

❑ Describe the Commissioning Services Workflow Process

– Off Site Pre-Commissioning 
• On Site Pre-Commissioning and Commissioning

• Site Assessment and Pre-Commissioning

– Commissioning

– Post-Commissioning 
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ProjectWise Cheat Sheet
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Process Excellence (17k) 17000 Webinars

How many participants completed 
the four Process Excellence 
webinars?

This next section of the course 
specifically covers: 

• ProjectWise Overview by Jason 
Poissonnier

• Part 1 – ProjectWise 
Cheatsheet and Folder 
Structure

• Part 2 – ProjectWise 
Commissioning Manual Folder / 
17000 Documents

• Part 3 – Testing and 
Commissioning Quality Control 
Audits Program 
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ProjectWise Cheat Sheet 

• Is our one stop shop document for 
key documents we use that are 
located within ProjectWise’s 
organization structure. Such as: 
– Engineering

– Safety

– Project Management

– Quality 

– T&C

• It includes hyperlinks and brief 
statements about the respective 
folders and documents.   

• It will be referred to throughout this 
video and will be a useful tool 
during your future projects.

One
Stop 
Shop

One
Stop 



26

Testing & Commissioning Folder

• Is our one stop shop folder that 
leads to all of the files you will need 
to complete your Testing and 
Commissioning processes and 
procedures. 

• Site Commissioning Documentation
– Go-By Documents 

– 17000 Documents  

– Participants are expected to read these 
documents as they will be assessed on 
purpose and contents therein. 
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Address List Folder

• Utility addresses (e.g., CMP, 
PSNH, PSE&G). If you have more 
or updated addresses, let us 
know and we will add them.

pw://apppw1.employees.root.local:pw1/Documents/1%20-%20Operations/Field%20Services/Address%20Lists/


Client Specific Folder

• Standards and documents that are 
for specific clients.  

• Many clients have their own 
procedures, processes, and 
required documentation with 
regard to testing/commissioning.

28
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Contact List Folder

• Contains contact list for 
Testing & Commissioning  
employees.  

• Also contains a Go-By for 
project specific contact lists 
which are required for site 
binders.

pw://apppw1.employees.root.local:pw1/Documents/1%20-%20Operations/Field%20Services/Contact%20List/
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Go-By Documents Folder

• Includes project 
examples as references 
to ensure we remain 
consistent throughout 
T&C documentation 
process.  

• Use the go-by 
documents as examples 
and format them to the 
latest Testing and 
Commissioning 
standards.

The%20Go-By%20Documents%20folder%20is%20located%20%20pw:/apppw1.employees.root.local:pw1/Documents/1%20-%20Operations/Field%20Services/Go-By%20Documents/


31

ProjectWise Cheat Sheet Folder

• This is the location where 
you can export the cheat 
sheet incase you need 
another one.  

pw://apppw1.employees.root.local:pw1/Documents/1%20-%20Operations/Field%20Services/Cheat%20Sheet/
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Incident Report Folder

• The purpose of the incident report 
is to document the exact details of 
the occurrence while they are fresh 
in the minds of those who 
witnessed the event. 

• This information may be useful in 
the future when dealing with 
liability issues stemming from the 
incident. 

• Includes good lessons learned 
information.
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Industry Standards Folder

• A set of criteria within an 
industry relating to the 
standard functioning and 
carrying out of operations. 

• In other words it is the 
generally accepted 
requirements followed by 
the members of an industry.

• Includes latest industry 
standards for reference.  
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Personal Protective Equipment (PPE) Folder

• Personal protective 
equipment may include items 
such as gloves, safety glasses 
and shoes, earplugs or muffs, 
hard hats, respirators, or 
coveralls, vests and full body 
suits.

• Ordering information and 
catalog for Flame Resistant 
clothing, Red Wing Boots, 
and other PPE and safety 
supplies.
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QA/QC Folder

• Audits organized by regions.  

• Client presentations on audit 
findings.  
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Reference Library Folder

• Library of reference 
information such as relay and 
equipment IDs, catalogs. 

• Note that most of these items 
may not be up to date.  

• Please feel free to contribute 
to this library.
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Relays & IEDs Folder

• Information and procedures 
regarding connections, software, 
and testing of relays.  Refer to 
17000.10 for additional information 
on microprocessor relay 
connections

• Subfolders include:
– Connection and Setting Procedures: 

Links to connection procedures for 
many different specific relays as 
identified in 17000.10.

– Software: Relay/vendor specific 
software.  Note that there may be 
newer versions of software.

– Test Database: Relay specific database 
of past test plans for reference.  Please 
feel free to add to this.



Safety Folder

• Library of reference 
information such as PPE, 
hand tools, and 
construction related 
content. 

• Note that most of these 
items may not be up to 
date.  

• Please feel free to 
contribute to this library.

38



Test Documents Folder

• Links to items found in 17000.03, 
17000.04 and 17000.05.  

• They are included here for quick 
reference.  

• Also includes some miscellaneous 
test procedures.

39
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Test Equipment Folder

• Includes the TRC equipment 
tracking spreadsheet. 

• This is a log to be used by 
the employees to sign-out 
and 
sign-in equipment as it is 
taken from inventory.  

• Also includes a list of the 
employee assigned 
equipment and calibration 
dates. 

• List of TRC owned Test 
Equipment: 

– Calc Sheets 

– Manuals

– Software 
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Training Folder

• Includes information from 
past training seminars, in-
house TRC protection and 
control training modules, and 
additional training documents 
from our Lancaster office. 

• There are also several training 
modules within the TRC 
Training Academy.

• This folder will be for items 
that are not in Power 
Academy.

• In the future, the folder will 
be updated/revised. 
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Field Services
Commissioning Manual Folder

46
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Process Excellence (17k) 17000 Webinars

This next section of the course 
specifically covers: 

• ProjectWise Overview by 
Jason Poissonnier

• Part 1 – ProjectWise 
Cheatsheet and Folder 
Structure

• Part 2 – ProjectWise 
Commissioning Manual 
Folder / 17000 Documents

• Part 3 – Testing and 
Commissioning Quality 
Control Audits Program 
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17000 – Index of Documents 

• The T&C index is a reference that 
identifies all of the documents 
used in the testing and 
commissioning procedures.  

• The index defines the documents 
by:   
– TRC Document #

– Document Name 
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17000 – Commissioning Manual Folder

• Includes the TRC commissioning 
procedures manual and all 
associated appendices. 

• Includes the T&C Document Index

• New versions of many of the (PDF) 
documents are uploaded so be sure 
to use the latest information.

• The folder contains “sets” or links 
to the (MS Word) documents, 
which reside elsewhere in 
ProjectWise.
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17000.01 – Commissioning Procedures 

• High-level and the backbone 
document that defines T&C process 
and procedures. 

• Section 2.0 
– Identifies general requirements of the 

Lead Commissioning Engineer (LCE) 
during the T&C process.

• Section 3.0
– Covers more specific commissioning 

process and workflow requirements.

• Be sure to read this!
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17000.02 – QA/QC Forms 

• T&C personnel shall utilize the QA/QC 
documents and forms (i.e., 17000.02 A-F) 
during the T&C process.

• These forms and Human Performance Tools 
reduce the risks and hazards to personnel 
and equipment and system mis-operation.

• These are required by T&C employees for 
all projects.

Critical Thinking:
What may be some ways our QA/QC Forms 
may influence T&C Engineers?



• Illustrates the overall TRC T&C 
planning process from project 
conception to completion. 

• This workflow diagram will be 
discussed in detail in the coming 
slides. 

17000.02A – Commissioning Services Workflow Diagram

52
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17000.02B – Site Risk Assessment Form 

• Identifies onsite additional risks 
associated with a project and 
mitigation plan.

• To be completed at initial 
mobilization and prior to any work 
beginning. 

• Clearance of Equipment (Safety 
Zone) as stated in Scope of Work. 

• Or updated whenever a major 
change in site conditions.
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17000.02D – Isolation Verification Form 

• Identifies system isolation and 
restoration points and most 
importantly, records them! 

• Means for peer review in the 
isolation and restoration process.

• Isolation prevents inadvertent trips 
to in-service circuits and/or remote 
circuits at other substations.




